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Policies and Procedures Operation and Review Statements 
 
All relevant David Street School policies and procedures apply to the total operations 
of the David Street School ‘Care for Kids’ programme. This is available to view via this link - 
https://www.davidst.school.nz/board-of-trustees/policies 
 
The relevance of the David Street School policies and procedures to the Care for Kids 
programme shall be agreed between the principal and the Care for Kids manager. 
 
The David Street Schoolwide new and existing policy documents are formulated and 
reviewed by School Docs, modified if required by management to local contexts, then 
approved by the board on a three year cycle or by government mandate. 
 
Care for Kids specific policies and guidelines, including new government mandated 
policy, will be formulated and reviewed by CfK manager and staff in consultation with 
the principal on a three year cycle or as required, then submitted to the board for 
Approval. 
 
The complete Care for Kids Policies and Procedures Manual shall be made known 
and available to all CFK staff as part of the employment and induction process and will 
be made known and available to all caregivers on request. Regular staff training on 
aspects of the manual and updates will be undertaken. 
 
 
Programme Philosophy 
 
We aim to create an environment where children feel safe, respected, valued, and encouraged to 
participate in a wide range of enjoyable learning and recreational experiences. Care for Kids caters 
for the children’s different ages, genders and cultural backgrounds while attempting to encompass 
individual needs and interests. Our programme promotes positive relationships, supports children's 
individual strengths and interests, and provides opportunities for children to develop confidence, 
independence, resilience, and a sense of belonging. The safety and well-being of the children is the 
paramount consideration for the duration of the programme. Staff are carefully selected to meet the 
high standards of programme delivery set by the Manager. Staff are encouraged to take ownership of 
part of the programme and any ideas and participation in planning is encouraged. All staff are pivotal 
in the planning process. Copies of these Policies and Procedures are available to all staff, parents and 
caregivers upon request and is always readily accessible. 
 
 
 
 
 
 

https://www.davidst.school.nz/board-of-trustees/policies
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Programme Environment 
 
Care for Kids will provide a safe, varied and stimulating programme that meets the developmental, 
emotional, intellectual and physical needs of the children. 
 
Environment 
 
Care for Kids provides an environment where the well-being of children attending is paramount. It is a 
safe, positive and child focused environment, ensuring that all children and their families feel welcome, 
included and valued as individuals. 
 

1. Management will ensure: 
a. Adequate staffing ratios. - e.g 1:10 and Minimum staff of two staff at all times. 
b. Equipment provided is age appropriate and plentiful for the numbers attending the programme. 
c. A yearly budget is set for the regular purchase of resources. 
d. Strategies are in place to regularly assess the environment and programme. 
e. Staff are familiar with the Behaviour Management policy. 

2. The supervisor will ensure: 
a. Activities are varied, age appropriate and enjoyable. 
b. Daily routines are well organised, appropriately timed and pleasant to participate in. 
c. Children are provided with opportunities to engage in individual, small group and larger group 

activities. 
d. Children are able to participate in inside, outside, active and passive play. 
e. Staff model appropriate behaviour. 
f. Children are affirmed by developing positive relationships with staff. 
g. Children are supervised by a staff member at all times. 
h. At all times, staff will maintain a fair, consistent and positive approach to children’s behaviour. 
 
 
Programme Content 
 
The programme will cover a wide range of activities that meets children’s needs 
in the areas of: 

• Planned art and craft activities 
• Time on playground structures (weather permitting) 
• Child directed use of art and craft materials 
• Organised sport or active group game 
• Organised group quiet game or activity 
• Free use of games and equipment and free outdoor play time 
• Swimming in the school pool 
• Library time 
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Food 
 
Children booked into the David Street School - Care for Kids for Before School Care will be offered 
breakfast and those attending after school care will be provided with a simple afternoon tea. This will 
follow nutritional guidelines, for example cut up fruit, crackers, popcorn, sandwiches etc. Occasionally 
the children may be treated with biscuits and snack food. 
Parents are expected to brief staff fully regarding any food allergies or nutritional requirements that 
their children have at the time of enrolment. 
 
Space  
 
Adequate space will be provided that allows all children to engage in activities that are noisy and messy 
as well as space for calm and quiet activities. 
All furniture, materials and equipment will be comfortable and convenient for children to use and will 
be stored appropriately for easy access. 
Regular hazard identification checks will be carried out to ensure that all areas continue to be safe. 
 
Buildings and facilities 
 
Care for Kids facilities will be safe and comply with all relevant legislation as well as local city or 
district council requirements. Potential hazards to the safety of children are repaired, removed or 
made inaccessible. 
 
This is done by -  

• Having a current warrant of fitness. 
• Having an evacuation plan in an area clearly visible to staff, children, parents and caregivers. 
• A notice showing all exits and the assembly area used for emergency evacuations is displayed 

in a Prominent place. 
• Exit signs are clearly displayed on all exits. 
• Premises, grounds and all equipment and furnishings used are maintained in a safe, clean and 

hygienic condition, and comply, as appropriate, with local city or district council requirements. 
• There are written policies and procedures to ensure adequate phone services are available at 

all times. 
• There is an easily accessible phone e.g (mobile phone) in the main building where children are 

being cared for. 
 
Where off-site visits are included as part of the programme a mobile phone must be available and 
taken on the off-site excursion. 
 
Where there is no cell phone and/or land line phone coverage, the provider must be able to 
demonstrate the manner in which they will ensure contact can be made quickly with the appropriate 
emergency service. 
 
 
 
 



Care for Kids Policies and Procedures 
 

Last updated Aug 2026, Next review due May 2027 
 

7 

Programme Operations 
 
David Street School - Care for Kids will provide a well-managed service that meets the needs for all 
children of all ages. 
 
Programme Hours 
 
The Care for Kids programme will operate as follows -  

• Before School Care from 7am - 8.30am every school day, 
• After School Care from 3:00 pm to 5:30 pm every school day.  
• School Holiday Programme from 7am to 5.30pm. 

The programme will not operate on public holidays. 
 
Enrolment 
 
All families must register their child/ren online via enrolmy  https://enrolmy.com/care-for-kids/book-
now before the child/ren can attend 
The required safety form will need to be completed along with providing the following information 

• Child’s name, address and home phone number 
• Parent’s name/s, address and all daytime phone numbers 
• Names and contact details of two emergency contacts 
• Names of adults authorised to collect child 
• Any health or medical conditions, what treatment is required, medication e.g Inhalers to be 

held 
• Access or custody instructions 
• Other information necessary to provide proper care 
• Days and times on which child will be attending 

 
It is the parent/caregiver responsibility to advise the Manager or update their details online via 
EnrolMy, of any changes to the above. 
 
Extra days and casual days 
 
If the roll allows, children are able to attend on additional days or a casual basis. Parents will need to 
organise extra days in advance, by phoning the Manager, Pia on 0273 691 263 to ensure child ratios 
are maintained. 
 
 
 
 
 
 
 
 
 
 

https://enrolmy.com/care-for-kids/book-now
https://enrolmy.com/care-for-kids/book-now
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Fees 

• Care for Kids is committed to providing a clear, fair, and transparent fee system for all 
families.  

• The fee structure will be clearly shown and described on our booking page on Enrolmy.  
• All bookings, attendance records, invoicing, and payments are managed through the Enrolmy 

online booking system. 

1. All enrolments and bookings must be completed through the Enrolmy online booking system 
and a safety form completed before a child attends the programme. Fees are charged 
according to the current Care for Kids fee schedule, which is available through Enrolmy and 
from programme Manager upon request. All fees include GST - All invoices will be sent out by 
email 

2. Casual bookings made with less than one week's notice will incur an additional charge of 
$1.00 per hour on top of the standard hourly fee.  

3. Invoices are generated through Enrolmy and are issued in accordance with the programme's 
billing cycle. Families are responsible for ensuring their contact details, including their email 
address, are kept up to date to receive invoices and programme communications. 

4. Fees are payable by the due date shown on the invoice. Payment methods are outlined within 
Enrolmy and on each invoice. 

5. To assist with staffing and programme planning, at least one week's notice is required for 
cancellations. Where less than one week's notice is provided, the full fee for the booked 
session(s) will still be payable. Families should notify the programme as soon as possible if a 
booked session is no longer required. 

6. Any changes to permanent or casual bookings should be made through Enrolmy or by 
contacting programme management. Changes are subject to availability and programme 
staffing requirements. 

7. Families receiving an OSCAR Subsidy remain responsible for ensuring all required 
documentation is completed and submitted promptly. Parents and caregivers are responsible 
for paying any fees not covered by the subsidy, including any outstanding balance if subsidy 
approval is delayed, reduced, or declined. 

8. A late pick-up fee may be charged, this is invoiced via Enrolmy. 
Parents may be charged a late pickup fee of $10.00 per child between 5:30pm – 
5.45pm and an additional late fee of $15 per child between 5:46pm and 6.00pm 

9. Outstanding accounts may result in reminder notices being issued. Care for Kids reserves the 
right to suspend future bookings or attendance where accounts remain unpaid, following 
reasonable communication with the family. 

10. Families experiencing financial difficulty are encouraged to contact the Programme Manager as 
early as possible to discuss available options. All discussions will be treated confidentially. 

11. Care for Kids reserves the right to review and amend programme fees. Families will be 
provided with reasonable notice of any fee changes before they take effect 

 
 
 

https://enrolmy.com/care-for-kids
https://enrolmy.com/care-for-kids
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Drop off/ Pick up 
Adults authorised to pick child/ren up, must sign their children out of the Care for Kids programme. 
 
If a child is not collected at the end of a programme, the following procedure will be followed: 

• Two staff members will remain with the child. 
• Parents and emergency contacts will be contacted and the Manager informed. 
• If there has been no contact with the parents within one hour of the programme closing, the child will 

be taken to the nearest police station. A note will be left at the school indicating where the child has 
been taken and the Manager will be informed. 

• Or child will be taken to the Emergency contact address as stated on Enrolment form and any 
associated costs will be charged. e.g Staffing, petrol 
 
Alternative Pick up of Child 
Parents must inform staff if a person who is not listed on the child’s enrolment form will be collecting 
the child.Staff will not release a child to a person who is not identified on the enrolment form. If an 
unauthorised person comes to collect the child, parents will be contacted for authorisation prior to 
releasing the child. Staff will explain this to the unauthorised person before phoning the parent, to 
ensure there is no misunderstanding. 
No child/ren will leave the programme unaccompanied, unless a permission form has been received 
and signed by the parent or guardian. 
All staff will undertake to ensure that every child is signed out by their parent/caregiver before leaving 
the programme. 
 
Absences 
Parents need to notify the Manager if a child is absent from the programme. This can be done by 
telling the Manager in advance or phoning or texting the Manager. 
 
Non-Arrival at After School Care 

  
The following steps will be taken if a child does not arrive at the Care for Kids Care programme: 

 
• Staff will conduct a thorough search of the immediate area, including their classroom and will check 

with their teacher and the school office. 
• The school absence information will be checked. 
• Parents will be telephoned. 
• If parents are unavailable, emergency contacts will be telephoned and school informed. 
• Local police will be contacted. 

 
 
 
 
 
 
 
 
 



Care for Kids Policies and Procedures 
 

Last updated Aug 2026, Next review due May 2027 
 

10 

Confidentiality 
 

The programme will ensure staff and child confidentiality. The programme will comply with the 
requirement of the Privacy Act 2020 at all times. 
All forms, e.g. enrolment and staff information forms will state why information is collected and what 
will be done with the information i.e. emergencies, birthdays, health and safety of the child. No 
information is shared except with the owner’s permission or as required by legislation, e.g. Health and 
Safety Act. 
All files holding confidential information will be duly secured and kept away from the access of 
unauthorised persons. 
All personal information shared in discussions between staff or at meetings is to remain between those 
persons. 
All sensitive and personal conversations including telephone conversations shall be held discreetly and 
in private. 
 
Complaints 
 
Parents will be informed on enrolment that there is a complaints procedure. Staff members will keep 
the Manager informed of any verbal complaints received and recorded in the daily diary. 
A copy of the procedure (as listed below) will be available at all times in the Policy and Procedure 
Manual. 
 
People bringing concerns and complaints to staff,  manager or principal are welcome to have a 
support person with them when doing so. (e.g. whānau member, friend, lawyer, union 
representative).  
Anyone with a concern or complaint may seek advice or support (e.g. a friend, relative, lawyer, 
union, employee assistance programme, counselling or mediation services). 
A support person and/or a representative may help raise a concern or make a complaint and may 
attend arranged meetings.  
All people involved in the concerns and complaints process, including support person or 
representative, are expected to respect privacy and confidentiality of all concerned.  
 
In general if any parents have complaints about the programme or staff members they should: 
a. Approach the Manager who will attempt to rectify the situation.  
b. If not satisfied with the outcome, the complaint must be made in writing to the principal and must 

contain details of the grievance and desired outcomes. The principal will respond to the complaint 
within 14 days. 

c. Where possible a mutually agreeable outcome will be sought. 
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Children with Special Needs 
 
Children with special needs will not be excluded from the programme providing that the Manager is 
confident that the child’s needs can be catered for, without negatively affecting the other children and 
to ensure that the child will benefit from being at the programme. Full information about the child’s 
requirements including medication, diet and supervision requirements must be obtained from the 
parents and included with the child’s enrolment form. It is the Manager’s responsibility to ensure that 
all staff are fully aware of the child’s requirements and that they feel confident to provide necessary 
care. If the child will require further special aids, for example modified facilities, extra staff or staff 
training the Manager will consult with the Principal who will make the final decision. Each case will be 
considered individually and every effort will be made to include the child within the limits of the 
programme’s resources. Any additional cost associated for the child will be met by the 
parents/caregivers. 
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Health and Safety Policy 
 
Emergency and Disaster Procedures 
Both fire and earthquake drills will be carried out once a term. 
Procedures for fire and earthquake will be displayed centrally in the programme venue.  
 
Staff will be trained once a term and on commencement of employment regarding emergency 
procedures. 
All emergency exits should be clearly displayed and regularly checked to be in working order and free 
of obstructions. These will be checked by the Manager at the beginning of the programme. 
Evacuation procedures should be displayed, clearly indicating where people can assemble safely outside 
the building. 
 
Fire 
The NZ Fire Department Emergency Evacuation Scheme will be adhered to. This specifies warden’s 
responsibilities, evacuation routes and assembly points.The Manager will record dates and time of fire 
drills. 
 
Earthquake 
Staff will call earthquake to signal the beginning of the earthquake. 
Staff and children will move inside and under a table or in a doorway. 
Adopt a turtle position (knees together, hands clasped firmly behind head, bury face in arms, protect 
head, and close eyes). 
Remain in the building until the all clear is given by the Manager. 
Check for hazards and decide whether it is safe to remain in the building or evacuate. 
On evacuation stay calm, take attendance register, emergency kit and first aid kit. Assemble in a safe 
area. Undertake a head count. Tune into a local radio station for further direction. 
 

• The staff’s first responsibility is to see to the safe orderly evacuation of children in their care.  Do 
not remove any equipment or belongings. 

• Close doors as you leave the building. 
• Avoid walking close to buildings if possible.  (It may be unclear which building is on fire). 
• Only consider physically lifting a child to assist with the evacuation as an ultimate last resort 

(perhaps in case of an injury, or wheelchair ramps are deemed unsafe due to fire.) 
• Assemble at evacuation point 1 unless directed otherwise by the Manager. 
• Take attendance register with you. 
• Staff report to Manager when buildings have been checked and children have been accounted 

for.  If you were unable to check the part of the building you were responsible for, notify the 
Manager immediately. 

• Try to keep calm during the entire process.  Our calm attitude will model to the children how to 
behave.   
Evacuation Points 

• Children to assemble on the grass area by the entry to School Pool. 
• If first location is unsafe, children to assemble under the trees next to the bike shed away from 

any buildings. 
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Safety Checks 
 
For the safety and enjoyment of children at the programme, the Manager will ensure that staff conduct 
regular hazard identification and safety checks of the venue and programme environment. Any hazards 
which may cause injury or harm will be identified, including the venue, equipment and regular activities. 
These will be evaluated to assess their significance and will be managed by minimising, isolating, or 
eliminating. 
 
Hazards and Risk Management 
 
The safety of children and adults at the programme will be ensured by: 
a. Identifying and recording all potential health and safety hazards at the centre and any other venues 

used using the Risk Assessment Management System - refer Appendix III 
b. Assessing the risk to staff and programme participants of all identified hazards. 
c. Putting control in place to remove or minimise the risks, e.g. providing safety equipment. 
d. Using healthy and safe work practices together with staff training. 
e. Regular inspections by staff to check that hazards have not changed. 
f. Compliance with all relevant codes of practice and regulations. 
g. That there is at least one staff member present that has a current first aid certificate. 
 
 

• It is the responsibility of the Manager to ensure all procedures are in place to ensure the 
safety of staff and children at all times. 

• It is the responsibility of the Manager to complete the Hazard Register (refer Appendix IV) and 
notify the Principal of any action required to remedy the situation. Other staff will also be 
informed of identified hazards. 

• Health and safety information will be discussed with staff and they will be informed of all health 
and safety policies and regulations. 

 
First Aid Kits 
 
A first aid kit will be kept at the school hall. The Manager is to ensure that the First Aid Kit is restocked 
on a regular basis. 
 
Toilet Facilities 
 
Children will use toilet blocks attached to the hall. 
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Accidents and Incidents 
In the event of any accident the following procedure will be followed: 

• Appropriate first aid will be administered 
• Staff will immediately inform the Manager 
• If a child needs medical attention, parents will be contacted to ascertain if they 

want to take the child themselves or would prefer staff to take them to the 
medical centre of their choice. If parents or alternative contacts are 
unavailable the child will be taken to the nearest available medical facility. 

• If serious injury occurs, parents will be notified and an ambulance called. If it 
is not possible to call an ambulance and the need is urgent, then children may 
be transported in a private vehicle. 

• If the situation is urgent, the Manager will take necessary actions and inform 
parents. 

• All accidents and incidents will be recorded using Accident/Incident Forms.  
• Minor injuries will be recorded by staff and parents notified when they pick up their child/ren 
• For injuries requiring medical attention, or when a more serious injury is 

suspected (e.g. a head injury) a complete accident report will be filled out which the parent 
must sign. 

 

Cleaning 
The Manager will ensure that regular cleaning of the venue is carried out each day by all staff. They 
will ensure that all parts of the centre are kept clean and free of rubbish. This plan includes: 
 

Daily 
• Emptying rubbish 
• Wiping kitchen benches and surfaces where food is prepared 
• Washing kitchen cloths and tea towels regularly 
• Toilets must be checked during the day and any rubbish must be disposed of 
• Tidy up the hall lounge 

 
Weekly 

• Cleaning fridge and any areas where food is stored 
 

The Manager will ensure that any cleaning of the venue conducted by contractors, is of a 
satisfactory standard and that any aspects that need addressing are communicated to the 
cleaners via the communication book. 

 
Smoke Free 
David Street School - Care for Kids are a “Smoke Free” zone. Staff may not smoke/vape while 
on duty or while on school grounds. 
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Health and Well Being 

In order to have a fun and stimulating programme, it is important to safeguard the health and wellbeing 
of children, staff and others in the programme. 
 
All staff of David Street School - Care for Kids will respond appropriately when illness or medical issues 
arise at the programme. 
 
General 

• Children who are unwell may not attend the programme. 
• Staff must be fit for work 
• Information about children’s medical conditions/allergies is collected on enrolment and all staff 

are made aware of these 
 
Illness 
Children and adults who are sick will not be at Care for Kids. This will include vomiting, diarrhoea, 
high temperatures, conjunctivitis, school sores etc. The Health Department Schedule 1996 will be 
adhered to. 
 
If a child becomes ill during their time at Care for Kids they will be made comfortable in the 
quiet time area. Parents will be notified and expected to collect the child as soon as 
possible. 
 
If staff are concerned about the health of a child and feel the matter is urgent they 
will first ring the parent, then if the parent cannot be contacted they will ring the 
emergency contacts. If necessary the children will be moved (possibly by private 
vehicle) to the nearest medical facility and a staff member will remain with the child 
while parents are notified. If it is not safe or appropriate to move the child,an ambulance  
will be called with any costs incurred being the responsibility of the parent. 
 
Medicines 
If a child is to be administered medication at the programme, parents must confirm 
details of the medication in writing on the Medicine Consent form (refer appendix VI) including when 
and how to use it. In the case of any medication the child will administer themselves, 
parents must specify this. 
Staff will ensure that all medicines are stored safely including those that children are 
allowed to self-administer e.g. asthma inhalers. There will be no risk of medicines 
being mixed up or tampered with by other children. 
Staff will keep a record of all medication given and parents are required to check and 
sign this daily. 
All medical records kept by the programme are strictly confidential. 
All medicines must be clearly labelled, showing the child’s name, and dosage. 
Staff will only administer medicines in accordance with the written dosage. 
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Child Protection Policy 

 
Care for Kids will ensure children’s safety at all times. Staff have a Duty of Care in respect to the 
children enrolled in the programme. This means staff have a duty to use due care towards others in 
order to protect them from unnecessary risk of harm. All possible care must be taken to ensure 
children’s well being and safety and to act without negligence. 
 
Management will ensure that staff and other adults visiting or working at the programme are well 
supervised and visible in activities with children. 
 
Visitor’s names will be noted at the bottom of the daily attendance register under the heading ‘visitors.’ 
 
A minimum of two staff will supervise the programme at all times. 
 
Programme staff will be provided with this policy document in order to make themselves familiar with 
the code of behaviour. Copies of the policy document will be held at the programme. 
 
The programme staff will act on all suspicions of child abuse in the following way: 
1.  All incidents and observations will be recorded. 
2.  Any suspicion that abuse is occurring will be reported to the supervisor or if appropriate the 

Manager. 
3.  The supervisor will inform the Manager. 
4.  The Manager will consult with the principal to ascertain what steps will be taken. 
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Supervision Guidelines 
 
To minimise the risk of actual or alleged abuse in the programme these guidelines are in place: 
 

• All staff should avoid being in situations where they are alone with children. If this situation 
arises, staff must exercise extremely careful judgement and if possible, take measures to 
rectify 

• Wherever possible an open door policy for all spaces should be used (i.e. not possible for 
toilets). 

• Staff should be aware of where all children are at all times and check to ensure what they are 
doing is appropriate. 

• Visitors to the centre should be monitored at all times by programme staff. 
• Unless requested by children or parents, there is no need to assist school aged children with 

toileting. If the situation arises, ensure that other staff know you are toileting a child, and that 
parents are informed. 

• Where a child requires assistance, e.g. intellectually or physically disabled, if possible involve 
the parents/caregivers and outside agencies (such as Group Special Education, Ministry of 
Education) to assist. If this assistance is not available, ensure that the staff members are 
aware of the appropriate procedures when giving assistance. 

• Staff should avoid transporting a child on their own at all times, unless an emergency requires 
it. 

• Except in an emergency, children are not to be taken from the programme without written 
parental consent. 

• Care for Kids will operate to strict supervision guidelines ensuring the safety and well being of 
children at all times. 

• There will be a minimum of two staff involved in the supervision of children attending the 
programme and children will be within sight and sound of a staff member at all times. 

• At least one person, commonly the Manager, will be on site at all times. This person is 
responsible for the overall supervision of staff and children. 

• To ensure that all children are within sight and sound of staff member at all times, boundaries 
will be set at the beginning of the programme. Staff supervising specific areas will be aware of 
where children are at all times. 

• Children will be allowed in specific areas at the discretion of the staff. If safety factors prevent 
staff from adequately supervising a particular area, this area will be off limits until it can meet 
supervision requirements. 

• All staff will be active in their supervision: 
• They will interact and encourage children, and ensure all children can be seen at all times. 
• The boundaries of specific areas will be explained to children before the activity begins. 
• Staff will be rostered according to the numbers enrolled and the days planned activity. 
• If a staff member is required to leave their assigned area, they must ensure another staff 

member has taken their place, and they have informed the Manager. 
• All staff will assist, to ensure that attendance records are completed by parents/caregivers at 

the end of each day. 
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EMERGENCY PROCEDURES POLICY 

 
Exit and Evacuation 
 
All emergency exits should be clearly displayed and regularly checked to be in working order and free 
of obstructions. These will be checked by the Care for Kids Manager at the beginning of the 
programme. Evacuation procedures (see Appendix I) should be displayed, clearly indicating where 
people can assemble safely outside the building. 
 
Disaster recovery/Business Continuity Plan  
 
If the school hall was affected and unable to be used for the programme, there are other buildings 
within the school we can use. If the whole school was affected, we would follow the direction of the 
Senior Management Team who would liaise with the Ministry. 
 
Sign In/Sign Out Sheets 
 
All parents/guardians must sign their child/ren out of Care for Kids care each day on the Sign Out 
sheets provided. Staff are responsible for ensuring all parents adhere to this. 
 
During an emergency evacuation, the Manager, or another staff member if the Manager is 
unavailable, will take the sign out sheet/Roll and complete a full roll call at the evacuation point. 
 

Missing Children 
 
Continuous close supervision of children will be undertaken and where necessary formal attendance 
checks will be made. 
 
If a child is found to be missing the following procedure will be followed: 
 
- Staff will conduct a thorough search 
 
- The programme management will be informed as soon as possible 
 
- Parents will be contacted 
 
- If necessary, the police will be contacted 
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Staff Management  
Staff 
 
For the purposes of this programme, “staff” means anyone working in or for the organisation. This 
includes paid employees, governance/board members, contractors, subcontractors and volunteers. All 
relevant policies, procedures, recruitment, vetting, induction, training, supervision and record-keeping 
requirements apply to these people according to their role and responsibilities. 
 
Employment Agreements 
 

• A written employment contract, clearly setting out wages and conditions of work, 
must be signed by both parties. 

 

Job Descriptions 
 

• Staff will be provided with a full job description that states responsibilities, skills, and 
standards required. 
 

Children’s Act 2014 
 
New staff employed by Care for Kids, in a children’s worker role, will be safety checked as per the 
requirements of the Children’s Act 2014. 
 
Existing children’s workers will be safety checked three years after their last police vet. 
 
Safety checks for employees will be updated every three years after each check is completed. 
 
Criminal Charges and Convictions of Current Care for Kids Staff 

To ensure the safety and wellbeing of students and meet contractual and legislative obligations, the 
organisation has a process for managing situations where a current employee, is charged with, or 
convicted of, a criminal offence. 

All Care for Kids current employees are required to notify the Care for Kids Manager (or School 
Principal, where the matter relates to the Manager) as soon as practicable if: 

• They are charged with a criminal offence that may affect their suitability to perform their role. 
• They are convicted of a criminal offence. 
• They become subject to any court order or legal restriction that may impact their ability to 

carry out their duties. 
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Procedure 

Upon notification, or where the organisation becomes aware of a criminal charge or conviction, the 
following process will be followed: 

1. The Care for Kids Manager or Principal will acknowledge receipt of the information and 
maintain confidentiality, sharing information only on a need-to-know basis. 

2. A documented risk assessment will be undertaken to determine whether the charge or 
conviction affects the person's ability to safely and effectively perform their role. 

3. The assessment will consider: 
o The nature and seriousness of the alleged offence or conviction. 
o Whether the offence is relevant to the person's duties. 
o Risks to students, parents, staff and the wider school. 
o Any legal, contractual, or regulatory obligations. 

4. Appropriate interim measures may be implemented while the matter is being considered. 
These may include changes to duties, increased supervision, temporary reassignment, 
suspension (where appropriate), or other risk management measures. 

5. Where required by law or contractual obligations, the Principal will notify the Board of 
Trustees, and funding agency. 

6. Following the assessment, the Principal will determine any appropriate employment actions in 
accordance with employment legislation, natural justice, organisational policies, and any 
applicable employment agreement or procedures. 

7. All decisions, actions, and supporting documentation will be recorded and securely retained. 

The organisation will ensure that any person subject to this process is treated fairly, has an 
opportunity to respond to concerns, and that decisions are made based on relevant information and 
applicable legal obligations. This policy and procedure will be reviewed regularly and following any 
significant legislative or contractual changes 
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Code of Behaviour for Staff 
 

• The Care for Kids expects staff to be supportive, non abusive and to present themselves as a 
positive role model.  Many children have affectionate natures and express themselves freely. 
Regardless of the situation and child’s culture and nature staff must avoid inappropriate physical 
contact. 

• In making physical contact with children, adults should be guided by the principle that they will 
do so solely in order to meet the child’s physical or emotional needs. Touching should not be 
initiated to gratify adult needs. Children should not be asked to take care of adult needs, physical 
or otherwise. 

• If a child initiates physical contact in the seeking of affection, reassurance or comfort it is 
appropriate to respond in a manner suitable for the child’s developmental stage and needs. It is 
not appropriate to force any form or unwanted affection or touching on a child. 

• The physical contact of children during changing or cleansing must be for the purpose of that 
task only and not be more than is necessary for that job. Children should be encouraged to take 
care of themselves to the limits of their ability. 

• Staff should avoid being alone with a child. 
• Staff must be aware of where all children are at all times. 
• The Manager will ensure volunteers and visitors are never alone with a child or group of children. 
• No smoking/vaping in front of the children, in the building or school grounds. 
• Clothing should facilitate job performance (i.e. be appropriate for participating in activities, be 

safe, be appropriate for role modelling to children). 
• Personal visits and phone calls should not interfere with responsibilities of supervision. 
• Staff must realise their individual emotional and physical limitations, when such limits are 

strained — know when to request support and/or relief. 
• Confidentiality must be maintained at all times. 
• Staff medication must be labelled and stored out of reach of the children. 
• Children should not be present when staff use the toilet and bathroom facilities for personal 

needs. 
• “Adult” topics of conversation should not be held in front of the children. 
• Staff should maintain a professional relationship with families with respect to confidentiality, 

objectivity and conflict of interest. 
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Behaviour Management Policy 
 
In order to provide a safe and enjoyable environment for children, staff will use a clear and 
consistent approach to guide children’s behaviour. 
Children have the right to be safe and feel safe, to receive care, attention, and support from Care for 
Kids staff and to be treated fairly, with dignity and respect. 
Children will be encouraged to take responsibility for their behaviour through offering choices and the 
use of consequences, including, if necessary, the involvement of parents. 
The guidelines outline a range of behaviour guidance steps and staff will use the least intrusive 
approach possible in any situation. 
 
Guidelines, Rules and Boundaries 
 
At the beginning of each programme, staff and children will formulate a set of rules for the 
programme and discuss the consequences of breaking these rules. 
Rules should be based on respect for each other, staff and equipment and safety of 
everyone. 
Staff will, at all times, model the required behaviour. 
A stimulating and varied programme will help to ensure against boredom. 
When a child misbehaves or ignores a programme rule, the following will be tried: 

• Remind the child in an assertive but non-aggressive manner of what is expected of them and 
the consequences of ignoring a programme rule 

• If the child continues to misbehave, remind them again and warn them that to repeat the 
behaviour will result in a certain consequence. 

• If the child continues to misbehave, enforce the consequence for misbehaviour. Try to make 
the consequence fit the misbehaviour. 

 
Conflict Resolution 
 
Conflict between children is normal. Staff will use appropriate methods to help children manage 
conflicts. 
 
The following steps may be used: 

• If needed, give children time to cool off 
• Allow both children time to talk about what happened and what the conflict was about 
• Ask how the situation could have been managed differently, assist children to problem solve 
• Ask how the children want to end the conflict resolution e.g. handshake, apologies. 
• Staff will also help children to recognise and express feelings such as anger in safe and 

appropriate ways. 
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Staff Conduct 
 
No child will be hit or in any way physically, verbally or emotionally abused by staff. 
Staff will address behaviour calmly and assertively and will not shout, threaten or intimidate children. 
No physical restraints will be used on children unless it is an immediate issue of safety for the child or 
other children or staff and direct verbal commands have not been effective. 
Staff will not discuss the behaviour of children outside of the programme. 
 

Record Keeping 
 
Care for Kids - David Street School maintains records in accordance with the Privacy Act 2020 and 
other relevant legislation. 
 
This is done by -  
 
Maintaining accurate records of current enrolments, attendance, health information and all 
medication administered by staff. Information is kept in accordance with the Privacy Act 2020, any 
amendments to the Act and any other relevant legislation. 
 
Information on each child is collected on an enrolment form directly from parents/caregivers. 
 
Parents/caregivers are advised that they are responsible for notifying the programme of any changes 
of details. 
 
Information collected about children is used only for providing Care for Kids and is kept in a secure 
place and is available for parents/caregivers to check for accuracy. 
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EMERGENCY EVACUATION: Care For Kids  
 
Four or more consecutive whistles or continuous ringing of the school bells indicates an emergency 
and all rooms should be evacuated. 
 
The Care for Kids Manager or Assistant (as appropriate) should take the daily attendance Sign In/Out 
register to ensure that all children are accounted for. 
 
GENERAL 

• The staff’s first responsibility is to see to the safe orderly evacuation of children in their 
care.  Do not remove any equipment or belongings. 

• Close doors as you leave the building. 
• Avoid walking close to buildings if possible.  (It may be unclear which building is on fire). 
• Only consider physically lifting a child to assist with the evacuation as an ultimate last resort 

(perhaps in case of an injury, or wheelchair ramps are deemed unsafe due to fire.) 
• Assemble at evacuation point 1 unless directed otherwise by the Co-Ordinator. 
• Take attendance register with you. 
• Staff report to Manager when buildings have been checked and children have been accounted 

for.  If you were unable to check the part of the building you were responsible for, notify the 
Manager immediately. 

• Try to keep calm during the entire process.  Our calm attitude will model to the children how 
to behave.   

 
EVACUATION POINTS 

1. Children to assemble on the grass area by the entry to the School Pool. 
2. If first location is unsafe, children to assemble under the trees next to the bike shed away 

from any buildings. 
 
FIRE  
Manager: Assistant/s: 

Checks the lounge and kitchen area 
Collects the roll for the day 
Collects first aid kit 
Does a roll call of both children and staff - Names 
checked off and signed 

Checks the hall and toilet areas 
Assists children in evacuating in an 
orderly fashion. 
Assists in settling children so that a roll 
call can occur.  

 
If out on grounds, go directly to Evacuation Point 1.   
 
Once area of responsibility has been checked, walk children to Evacuation Point 1 in an orderly 
fashion.  Seat children and ask them to sit silently.  
Take emergency roll and report to Supervisor when all children accounted for. 
 
 
 
 



Care for Kids Policies and Procedures 
 

Last updated Aug 2026, Next review due May 2027 
 

25 

LOCKDOWN PROCEDURES 
 
7 – 8 Rings (or alternatively gain children’s attention quickly by using a whistle and then instruct 
them in where to go and what to do):- – this is a signal to return to the hall lounge and stay there 
until further notice. 
 
We need this signal in the case of an unexpected event where we don’t want the students in the 
grounds.   
 

During Inside Times During Outside Times 

Carers to close and lock all doors and 
windows and turn the light off. 
 
Move children out of sight of windows as 
much as possible curtains pulled or relocate 
into far end of the hall away from doors with 
glass. 
 
Staff member closest to external hall doors 
will be responsible for locking these. 

Children and Staff are to move inside to the hall (or 
other safe alternative if this is not possible) as 
quickly as possible. 
 
Lock all doors and windows, turn off lights and move 
children out of sight as much as possible. 
 
If the staff deem that children and/staff cannot 
safely get back to the hall, they will then move the 
children to the nearest safe place and follow 
lockdown procedures.  

 

EARTHQUAKE 
• Staff will call earthquake to signal the beginning of the earthquake. 
• Staff and children will move inside and under a table or in a doorway. 
• Adopt a turtle position (knees together, hands clasped firmly behind head, bury face in arms, 

protect head, and close eyes). 
• Remain in the building until the all clear is given by the Manager. 
• Manager to check for hazards and decide whether it is safe to remain in the building or evacuate. 
• On evacuation stay calm  
• Take Attendance Sign In/Out register  
• Take First aid kit  
• Assemble in a safe area  
• Do a roll call of both children and staff - Names checked off and signed 
• Tune into a local radio station for further direction 
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Individual Employment Agreement between an Employer and an Employee  
 
1 The Parties  
  

1.1 Individual Employment Agreement  
 
The parties to this employment agreement are: 
 1. David Street School, the "Employer"; and 
 2. *********, the "Employee".  
 

2 The Position and the Duties  
  

2.1 Position  
 
The Employee is being employed as Team Member at Care for Kids After School 
Care..  

 
2.2 Duties as set out in the job description  
 
The Employee shall perform the duties set out in the Job Description attached to this 
agreement.  

 
2.3 Reporting  
 
The Employee shall report to Care for Kids Co-Manager or to any other representative 
of the Employer designated from time to time by the Employer.  

 
3 Nature and Term of the Agreement  
  

3.1 Casual Individual Employment Agreement (Intermittent)  
 
This Employment Agreement is an individual employment agreement entered into under 
the Employment Relations Act 2000.  The parties to this agreement agree that the 
nature of the relationship is a casual "as required" employment relationship.  The 
Employer agrees to provide reasonable notice to the Employee regarding when they will 
be requested to perform duties.  The duration of this casual agreement is as follows: 
  
 (i)     This casual agreement shall continue in force until such time as it is terminated by 
either party pursuant to the termination clause in this agreement.  

 
4 Obligations of the Relationship  
  

4.1 Obligations of an Employer in the State Sector  
 



The Employer shall: 
 (i)     Act as a good Employer in all dealings with the Employee.  A good Employer is 
one who operates a personnel policy which is consistent with the fair and proper 
treatment of its employees in all aspects of their employment 
 (ii)    Deal with the Employee in good faith in all aspects of the employment relationship, 
and 
 (iii)   Take all practicable steps to provide the Employee with a safe and healthy work 
environment.  

 
4.2 Obligations of the Employee  
 
The Employee shall: 
 (i)     Comply with all reasonable and lawful instructions provided to them by the 
Employer 
 (ii)    Perform their duties with all reasonable skill and diligence 
 (iii)   Conduct their duties in the best interests of the Employer and the employment 
relationship 
 (iv)   Deal with the Employer in good faith in all aspects of the employment relationship 
 (v)    Comply with all policies and procedures (including any Codes of Conduct) 
implemented by the Employer from time to time, and 
 (vi)   Take all practicable steps to perform the job in a way that is safe and healthy for 
themselves and their fellow employees. 

 
5 The Place of Work  
  

5.1 Fixed Place of Work  
 
The parties agree that the Employee shall perform their duties at David Street School.  

 
6 Hours of Work  
  

6.1 Casual Employment with no minimum number of hours of work  
 
The parties agree that because the Employee is being employed on an as required 
basis, the Employee has no fixed hours of work, nor any minimum number of hours of 
work.  The hours of work and days to be worked will be as agreed between the 
Employer and Employee from time to time.  

 
7 Wages/Salary/Allowances  
  

7.1 Hourly Rate  
 
The Employee shall be paid according to an hourly rate which shall be $****** per hour.  
The Employee's pay shall be paid fortnightly on Wednesday into a bank account 
nominated by the Employee.  

 
8 Holidays and Leave Entitlements  
  

8.1 Holiday Pay for genuinely casual employees  
 
The Employee is being employed to perform work on a casual as required basis.  The 
Employer shall, instead of paying the Employee during any periods of annual leave, pay 
the Employee's holiday pay in the last pay of the school year.  The amount of holiday 



pay is 8% per hour of work, which shall be paid less tax.  The Employee's pay slip will 
identify the Employee's base hourly rate, and the separate holiday pay.  

 
 

8.2 Payment for work on a Public Holiday  
 
The employee shall be entitled to be paid for the time actually worked on a Public 
Holiday at the rate of time and a half of their relevant daily pay, or time and a half of the 
portion of average daily pay (if applicable) that relates to time actually worked on the 
day. 
 

9 Health and Safety  
  

9.1 General Health and Safety Obligations  
 
Both the Employer and the Employee shall comply with their obligations under the 
Health and Safety at Work Act 2015.  This includes the Employer taking all reasonably 
practicable steps to provide the Employee with a healthy and safe working environment.  
The Employee shall comply with all directions and instructions from the Employer 
regarding health and safety and shall also take all reasonably practicable steps to 
ensure that in the performance of their employment they do not undermine their own  
health and safety or the health and safety of any other person.  

 
10 Other Employment Obligations  
  

10.1 Confidential Information  
 
The Employee shall not, whether during the currency of this agreement or after its 
termination for whatever reason, use, disclose or distribute to any person or entity, 
otherwise than as necessary for the proper performance of their duties and 
responsibilities under this agreement, or as required by law, any confidential information, 
messages, data or trade secrets acquired by the Employee in the course of performing 
their services under this agreement.  This includes, but is not limited to, information 
about the Employer's business.  

 
10.2 Privacy Obligations  
 
The Employer and the Employee shall comply with the obligations set out in the Privacy 
Act 2020.  The Employee must not breach the privacy of any customer or client in the 
course of their employment.  

 
11 Restructuring and Redundancy  
  

11.1 Employer to provide information and consider comments in restructuring 
situations  
 
In the event that all or part of the work undertaken by the employee will be affected by 
the employer entering into an arrangement whereby a new employer will undertake the 
work currently undertaken by the employee, the employer will meet with the employee, 
providing information about the proposed arrangement and an opportunity for the 
employee to comment on the proposal, consider and respond to their comments.  

 



11.2 Employer to provide employee opportunity to discuss options with new 
employer in restructuring situations  
 
The employer will negotiate with the new employer, including whether the affected 
employees will transfer to the new employer on the same terms and conditions, and will 
provide the employee with opportunities to meet and discuss their employment options 
with a new employer.  

 
11.3 Employer to allow paid absence for job search and job interviews if employee 
not transferred to the new employer  
 
Where the employee either chooses not to transfer to the new employer, or is not offered 
employment by the new employer, the employer will allow the employee absence from 
work on pay to undertake a job search or attend job interviews.  

 
12 Termination of Employment  
  

12.1 General Termination  
 
The Employer may terminate this agreement for cause, by providing one month's notice 
in writing to the Employee. Likewise the Employee is required to give one month's 
notice of resignation. The Employer may, at its discretion, pay remuneration in lieu of 
some or all of this notice period. 

 
12.2 Termination for Serious Misconduct  
 
Notwithstanding any other provision in this agreement, the Employer may terminate this 
agreement summarily and without notice for serious misconduct on the part of the 
Employee.  Serious misconduct includes, but is not limited to: 
  
 (i)     theft; 
 (ii)    dishonesty; 
 (iii)   harassment of a work colleague or customer; 
 (iv)   serious or repeated failure to follow a reasonable instruction; 
 (v)    deliberate destruction of any property belonging to the Employer; 
 (vi)   actions which seriously damage the Employer's reputation.  

 
12.3 Obligations of Employee on Termination  
 
Upon the termination of this agreement for whatever reason, or at any other time if so 
requested by the Employer, the Employee shall immediately return to the Employer all 
information, material or property (including but not limited to computer disks, printouts, 
manuals, reports, letters, memos, plans, diagrams, security cards, keys, and laptop 
computers) either belonging to or the responsibility of the Employer and all copies of that 
material, which are in the Employee's possession or under their control.  

 
13 Resolving Employment Relationship Problems  
  

13.1 Long Form  
 
If the employment relationship is to be as successful as possible, it is important that the 
Employer and Employee deal effectively with any problems that may arise. 
This procedure sets out information on how problems can be raised and worked through. 



 
What is an employment relationship problem? 
It can be anything that harms or may harm the employment relationship, other than 
problems relating to setting the terms and conditions of employment. 
 
Clarify the problem 
If either the Employer or Employee feels that there may be a problem in the employment 
relationship, the first step is to check the facts and make sure there really is a problem, 
and not simply a misunderstanding. 
 
Either party might want to discuss a situation with someone else to clarify whether a 
problem exists, but in doing so they should take care to respect the privacy of other 
employees and managers, and to protect confidential information belonging to the 
Employer. For example, the Employee could seek information from: 
Friends and family 
 
The Ministry of Business, Innovation & Employment on 0800 20 90 20 or on its website 
at www.dol.govt.nz/er/solvingproblems/index.asp 
Pamphlets/fact sheets from the Ministry of Business, Innovation & Employment 
Their union (if they are a union member), a lawyer, a community law centre or an 
employment relations consultant. 
 

       Discuss the problem 
If either party considers that there is a problem, it should be raised as soon as possible. 
This can be done in writing or verbally. Provided the Employee feels comfortable doing 
so, they should ordinarily raise the problem with their direct manager. Otherwise the 
problem can be raised with another appropriate manager. A meeting will usually then be 
arranged where the problem can be discussed. The Employee should feel free to bring a 
support person with them to the meeting if they wish. 
 
The parties will then try to establish the facts of the problem and discuss possible 
solutions. 
 
The Next Steps 
If the parties are not able to resolve the problem by talking to each other, a number of 
options exist: 

● Either party can contact the Ministry of Business, Innovation & Employment, who 
can provide information and/or refer the parties to mediation. 

● Depending on the nature of the problem, the issues involved may also be ones that 
the Labour Inspectors employed by the Ministry of Business, Innovation & 
Employment can assist with, i.e. minimum statutory entitlements such as holiday, 
leave or wages provision. 

● Either party can take part in mediation provided by the Ministry of Business, 
Innovation & Employment (or the parties can agree to get an independent 
mediator). 

● If the parties reach agreement, a mediator provided by the Ministry of Business, 
Innovation & Employment can sign the agreed settlement, which will then be 
binding on the parties. 

● The parties can both agree to have the mediator provided by the Ministry of 
Business, Innovation & Employment decide the problem, in which case that 
decision will be binding; 

● If mediation does not resolve the problem, either party can refer the problem to the 
Employment Relations Authority for investigation. 



● The Employment Relations Authority can direct the parties to mediation, or can 
investigate the problem and issue a determination. 

● If one or other of the parties is not happy with the Employment Relations 
Authority's determination, they can refer the problem to the Employment Court. 

● In limited cases, there is a right to appeal a decision of the Employment Court to 
the Court of Appeal. 

 
Personal Grievances 
If the problem is a personal grievance, then the Employee must raise it within 90 days of 
when the facts that give rise to the grievance occur or come to their attention. A personal 
grievance can only be raised outside this time frame with the agreement of the Employer 
or in exceptional circumstances. 
 
If the employee's employment agreement contains a trial period clause, they may not 
raise a personal grievance on the grounds of unjustified dismissal. The employee may 
raise a personal grievance on other grounds as specified in sections 103(1)b-g of the 
Employment Relations Act, and in the trial period clause of this agreement. 
 

14 Acknowledgement of the Agreement  
  

14.1 Variation of Agreement  
 
The parties may vary this agreement, provided that no variation shall be effective or 
binding on either party unless it is in writing and signed by both parties.  

 
14.2 Non Assignment by Employee  
 
The Employee must personally perform the duties and responsibilities under this 
agreement and no subcontracting or assignment by the Employee is permissible.  

 
14.3 Entire Agreement  
 
Each party acknowledges that this agreement contains the whole and entire agreement 
between the parties as to the subject matter of this agreement.  

 
14.4 Employee Acknowledgment  

 
The Employee acknowledges that: 
 (i)     they have been advised of their right to take independent advice on the terms of 
this agreement 
 (ii)    that they have been provided with a reasonable opportunity to take that advice 
 (iii)   that they have read these terms of employment and understand these terms and 
their implications, and 
 (iv)   that they agree to be bound by these terms of employment and the Employer's 
policies and procedures as implemented by the Employer from time to time.  

 
 
 
 
 
 
 
 



15 Declaration  
  

15.1 Declaration  
 
I, David Street School, offer this employment agreement to ******** 
  
 
 Signed by:..............................................................  Date:..........................  
  
 
I, *******, declare that I have read and understand the conditions of employment detailed 
above and accept them fully.  I have been advised of the right to seek independent 
advice in relation to this agreement, and have been allowed reasonable time to do so. 
 
 
  
  Signed by:..............................................................  Date:..........................  
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Police Vetting Service 

Request and Consent Form 
Section 1 Agency to complete 

For more information please see the Guide to completing the Request & Consent Form 
This form refers to the Policing (Police Vetting) Amendment Bill (“Vetting Bill”), which is expected to amend the Policing Act 2008. 

 

1.1  Name of the agency submitting the vetting request. 

  
 

1.2  Name of the vetting subject (the person being vetted). 

  
 

1.3  Description of the role of the vetting subject. 

This is a brief description of the role (not the job title). This is used by Police to help decide what type of vet is conducted if it is 
unclear from the following questions. 

  
 

1.4  Which groups will the vetting subject be working with? (select all that apply) 

☐  Children/Young people ☐  Vulnerable adults 
 

1.5  Does the role involve caring for people in the home of the vetting subject? 

This is about whether the vetting subject is providing services out of their own home (that is, are vulnerable children or adults 
visiting the home of the person being vetted for support). 

☐  Yes ☐  No 
 

1.6  Is the vetting subject: 

☐  A paid worker ☐  A volunteer ☐  Undertaking vocational or educational training 
 

1.7  Is the vetting subject a Children’s Worker according to the Children’s Act 2014, section 23(1)? 

If the vetting subject is not working with children/ young people (Q 1.4), tick ‘No’ then skip to question 1.11. 
If the vetting subject IS working with children (Q 1.4) AND is a volunteer (Q 1.6), tick ‘No’ then skip to question 1.9. 

☐  Yes ☐  No (skip to question 1.9) 
 

1.8  Is the role of the vetting subject a core or non-core worker role according to the Children’s Act 2014, section 23(1)? 

☐  Core worker ☐  Non-core worker 
 

1.9  Has the vetting subject previously been Police vetted by your agency? 

☐  Yes ☐  No (skip to question 1.11) 
 

1.10  Is the vetting subject still working in the role for which your agency last obtained a Police vet? 

If this request is a renewal of the person’s previous vet for this role, please select Yes. Otherwise, answer No.  

☐  Yes ☐  No – the vetting subject is applying for a new role or position 
 
  

https://www.police.govt.nz/advice-services/businesses-and-organisations/nz-police-vetting-service/forms-and-guides
https://www.legislation.govt.nz/bill/government/2024/0089/latest/LMS999118.html
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Police Vetting Service 

Request and Consent Form 
1.11  What is the job title of the vetting subject? 

This is the title of the job they are being vetted for.  

  
 

1.12  Evidence of identity (to be completed by agency representative or identity referee) 

See the consent form guide for details on how to complete this section.  

☐  A primary ID has been sighted (mandatory). ☐  A secondary ID has been sighted (mandatory). 

☐  One form of ID is photographic (mandatory). ��   Evidence of name change has been sighted (if applicable). 

OR: If your agency is able to accept a verified RealMe identity then:  

☐  An assertion of a RealMe identity has been received (see the consent form guide for further information). 
 

In making this request, I confirm that: 
�9! I have complied and will comply with the Authorised Agency Agreement and the Vetting Bill. 
�9! I am satisfied as to the identity of the vetting subject. 
�9! I have obtained the authorisation of the vetting subject to submit this vetting request as set out in section 2 of this 

form. 
�9! For vetting requests on individuals aged 14 or 15, I have obtained the authorisation of a parent or guardian. 

 

Agency Representative: 

Full name:    Date: (dd/mm/yyyy)    

Signature:    Or electronic signature: * ☐ 

  * If applicable, ticking this box constitutes an electronic signature and your consent for its use in this form. 

https://www.police.govt.nz/advice-services/businesses-and-organisations/nz-police-vetting-service/forms-and-guides
https://www.police.govt.nz/advice-services/businesses-and-organisations/nz-police-vetting-service/forms-and-guides
http://www.police.govt.nz/about-us/publication/approved-agency-agreement-aaa
https://www.legislation.govt.nz/bill/government/2024/0089/22.0/whole.html#whole


 

Page 3 of 4  NZPVS – 06/26 

Police Vetting Service 

Request and Consent Form 
Section 2 Vetting subject to complete - and return to the agency 

This form refers to the Policing (Police Vetting) Amendment Bill (“Vetting Bill”), which is expected to amend the Policing Act 2008. 
 

2.1 Information about your consent 

�x! The purpose of this form is to allow the New Zealand Police Vetting Service to confirm who you are using Police 
records, carry out a Police vet, and obtain your consent to share any relevant information with the agency that 
requested the vet. 

�x! What you are consenting to. You are agreeing that the Police Vetting Service can share relevant information they 
hold about you (if any) with the requesting agency. This information will be used to help the agency decide 
whether you are suitable for the role they are considering you for or that you are engaged in.  

�x! The information that may be shared is outlined in section 2.2 of this form. For further details, you should refer to the 
Vetting Bill or visit the Police vetting website. 

�x! You are also agreeing that the organisation that employs or engages you may provide information about your 
employment/engagement status to Police Vetting Service. See section 2.2(2) of this form. 

�x! Who collects your consent. The agency requesting the Police vet will collect your signed consent. 

�x! Your rights under the Privacy Act 2020 include: you may request a copy of the Police vet report provided to the 
agency by contacting the agency. You can withdraw your consent to a Police vet at any time before the vetting 
process is complete by contacting the agency. The agency may keep the Police vet only for as long as required for 
vetting purposes. 

�x! How long the information is valid for. The information in the Police vet is correct only at the time it is shared. It is up 
to the agency to decide how often they ask for updated vetting. 

 

2.2  Information about you that may be shared 

1.! A Police vet will include the following information, if held by New Zealand Police. Please refer to the Police 
vetting website for more information regarding the Clean Slate Scheme, what may be released, and the vetting 
process. 

Either: 

a.! A result indicating that no information is held or relevant to the purpose of the vetting request, 

Or, one or both of: 

b.! The vetting subject's criminal record (if any), unless the Clean Slate Scheme applies. 

c.! A summary of other information that is readily retrievable, relevant to the purpose of the vetting request, 
and deemed accurate. 

This may include pending charges, charges without conviction, youth court charges, infringement offences, 
demerit points, arrest warrants, involvement in family violence, overseas convictions, police investigations 
without charges, interactions with Police, and other information held by Police. 

Information may also be released where it is subject to a suppression order or statutory prohibition, 
involves offences by individuals under 18, or relates to mental health or substance abuse issues. 

2.! If you had been vetted as a Children’s Worker, and you continue to hold that role, the Police Vetting Service may 
release any newly obtained relevant information to the requesting agency at any time. 

The Police Vetting Service will take reasonable steps to: 

a.! confirm that you are still employed or engaged as a Children’s Worker – For this purpose, you consent to the 
requesting agency providing the Police Vetting Service with confirmation of your employment or 
engagement status in this role. 

b.! notify you before any information is disclosed. 

3.! Information provided in this consent form may be used to update New Zealand Police records. 

 

  

https://www.legislation.govt.nz/bill/government/2024/0089/latest/LMS999118.html
https://www.legislation.govt.nz/bill/government/2024/0089/22.0/whole.html
https://www.legislation.govt.nz/bill/government/2024/0089/22.0/whole.html#LMS999161
https://www.police.govt.nz/advice-services/businesses-and-organisations/vetting/information-about-vetting
https://www.police.govt.nz/advice-services/businesses-and-organisations/nz-police-vetting-service/vetting-process
https://www.police.govt.nz/advice-services/businesses-and-organisations/nz-police-vetting-service/vetting-process
https://www.police.govt.nz/advice-services/businesses-and-organisations/nz-police-vetting-service/vetting-process
https://www.justice.govt.nz/criminal-records/clean-slate/
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Police Vetting Service 

Request and Consent Form 
2.3 Personal information * Mandatory field 

Family/last name * 
(that you are most commonly known by) 

  

Given/first and middle name(s) *   

Gender *   Date of birth * (dd/mm/yyyy)  
(must be 14 years of age or over) 

  

Place of birth (Town/City/State)   

Country of birth *   

NZ Driver Licence number   

Name of parent or guardian  
(if vetting subject is 14 or 15 years old *) 

  

 

2.4 Other names 

Please include all other names you are or have been known by. Including, but not limited to: previous legal names (eg. maiden 
names, or due to divorce or adoption), aliases used, name changes by deed poll. Include ALL names - first, middle and last. 

Family name First name Middle names 

      

      

      
 

2.5 Permanent residential address * Mandatory field 

Flat/number - and street name *   

Suburb   Postcode   

Town/City *   

 

Authorisation of vetting subject. By signing this form: 
�9! I confirm that the information I have provided in this form is about me and is correct. 
�9! I have read and understood the information above.  
�9! I authorise New Zealand Police to disclose any personal information relevant to this application (as described above) to 

the agency making this request. 
 

Full name:    Date: (dd/mm/yyyy)     

Signature:    Or electronic signature: * ☐   
 

If you are 14 or 15 years of age (as at the date of the application) please provide consent from a parent or guardian. 

Parent/Guardian’s full name:    Date: (dd/mm/yyyy)   

Parent/Guardian’s signature:    Or electronic signature: * ☐   

  * If applicable, ticking this box constitutes an electronic signature and your consent for its use in this form. 
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Periodic safety checking of existing childrenÕs 
worker cover sheet ! 
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!

"#$%!&#'&(!%#)*+,!)-+.!/'!&011$',!)*2!3#'1'!0!4'1%)-!#0%!#0,!0!!"#$%&'()*'++)&")!#"%&,%-)(.*#/0)-1#-2!$-!2#'!40%2!2#1''!
.'01%5!6)*!7*%2!1'20$-!2#)%'!1'&)1,%!2#02!%*44)12!2#02!&#'&(5!!

!""#$%&'()*+,+-%*#.,+/)0)$#+%#&%(1")+)#+/)#2)0-%$-&#3,4)+5#6/)&7#('8+#9)#$,+)$#,*$#7)1+#%*#4-")#4%0#,8#
"%*.#,8#+/)#&/-"$0)*:8#;%07)0#-8#)(1"%5)$#%0#)*.,.)$#,+#+/)#8)0<-&)=#

Full name:  

!"#$%& '$()*+$&,-.$%&&/012/&'3!443&'567789&:"((*,;)*##$&

5<(($,=&>(-+=*;*,?&+$(=*@*+-=$%&
! $-*. $
! $/+ $

3$-+A$(&!$?&B&-,C&4D>*(E&C-=$&"@&>(-+=*;*,?&+$(=*@*+-=$%&
 
 

1. ! Confirming identity OR verifying if there has been a name change &
!

01*23$41*$5*6.+78.$9:*7494#$6*2+6:.$1*;:$+7$,9;*<$-+=$:+$7+4$7**:$4+$6*>=*.4$=5:"4*:$2+59*.?$*@*7$9,$41*$
9:*7494#$:+2=A*74$1".$*B596*:<$
!

F!2:0!G&2/%&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&4HF&/-=$%&&
!

'457I/0!G&2/ %&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&4HF&/-=$%&&
!

82IJ2IK&/75L2/%&
&&&&&&&&&&&&&&&&&&$

01*23$C941$41*$5*6.+7$4+$.**$9,$41*6*$1".$D**7$"$7"A*$21"7)*<$E,$#*.?$2+A5;*4*$41*$.*249+7$D*;+C<$ 

'<>>"(=*,?&,-.$&+A-,?$&C"+<.$,=;&

! $/F$,=;;$D9641$2*649,92"4*$!"##$%&'()*'+$*+)#%,'
! $/F$!"##$"%&'(&#)$*$(")&'!+-*."/$0-*#')('1-**"-2%'"#'
3).'4-0"&,$
! $+,"-%&'.*'-"!&'/0'1)")2).#0'3&(4"#")$.- $
! $+,"-%&'.*'-"!&'/0'3&&3'5.44 $

! $67'-"!&'(,"-%&'(&#)$*$(")&'!"##$%&'56'7%+-*.1%3.')('
83.%*3-0'9((-"*#,$
! $/F$($8$4'2-$.-'(&#)$*$(")&$
! $/F$.#3&#'3$11.48$-%'!"##$"%&'.#'($8$4'2-$.-'
! $/F$.#3&#'3&(4"#$-%'!"##$"%&'.#'($8$4'2-$.-'8.$3$

! $0+5#$+,$G*";!*$@*69,92"49+7$"44"21*:$
$HG$
! $0+5#$+,$7"A*$21"7)*$9:*749,92"49+7$:+2=A*74"49+7$"44"21*:$$

I"4*$2+A5;*4*:J$

! $0+A5;*4*:$"$.*"621$+,$5*6.+77*;$6*2+6:.$4+$21*23$9,$41*$5*6.+78.$
9:*7494#$9.$D*97)?$+6$1".$D**7?$=.*:$D#$"7+41*6$5*6.+7$

I"4*$2+A5;*4*:J$

2. ! &Professional Membership &
K**3$97,+6A"49+7$,6+A$"7#$6*;*@"74$56+,*..9+7";$+6)"79."49+7$+6$6*)9.46"49+7$"=41+694#$4+$
2+7,96A$9,$41*$2"7:9:"4*$9.$"$2=66*74$A*AD*6?$6*)9.4*6*:$+6$2*649,92"4*:$D#$41*$"=41+694#<$
M"(&+$(=*@*$C&=$-+A$(;L803%&
! $01*23$41*$+7;97*$L*"2197)$0+=729;$6*)9.4*6$,+6$41*$5*6.+7M.$2*649,92"49+7$2"4*)+6#$"7:$*B596#$:"4*<$E,$41*$
4*"21*6$1".$"7#$2*7.=6*.$+6$2+7:949+7.?$419.$C9;;$D*$7+4*:$+7$41*$6*)9.4*6<$

! $/"A*$+,$"7#$56+,*..9+7";$+6)"79."49+7.?$;92*7.97)$"=41+6949*.?$+6$6*)9.46"49+7$"=41+6949*.J$
$

! $0+59*.$9..=*:$,6+A$41*$6*;*@"74$56+,*..9+7";$+6)"79."49+7?$;92*7.97)$
+6$$$
$$$$$6*)9.46"49+7$"=41+694#$"44"21*:$
! $N$.26**7.1+4$,6+A$"7$+7;97*$6*)9.4*6$21*23$"44"21*:$

I"4*$2+A5;*4*:J$
$
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3. !  Police Vet  
-+.!/011!2**3!4+!(+105*!6*4!#11!*781+$**9:!;+/*6*<=!0,!4;*!8*<9+2!09!#!4*#5;*<!/;+!;+139!#!5.<<*24!8<#540902)!
5*<40,05#4*!4;*0<!(+105*!6*4!/011!#1<*#3$!;#6*!>**2!3+2*!#23!4;09!5#2!>*!<*10*3!+2?!
(+105*!6*4!<*9.14!9;+/9@!!
! !A+!5+260540+29!
! !B+260540+29@!
!
!
!
!
! !B+260540+29!+,!#!98*50#1!+,,*25*!C!D8*<9+2!7.94!2+4!>*!*781+$*3!02!#!5+<*!5;013<*2E9!/+<F*<!<+1*!.21*99!
4;*$!;#6*!#2!*G*7840+2H?!

! !B+8$!+,!(+105*!6*4!#23!<*9.149!#44#5;*3!!
"# !
! !I+139!#!5.<<*24!8<#540902)!5*<40,05#4*!9+!#!2*/!8+105*!6*4!/#9!2+4!<*J.*94*3!

$%&!'(!)*+,!-(.,//(01!,23)40405!)!6,*4.(!7(3!8,-!9,-:(-+!8-,/!,;(-+()+ !
K2!#33040+2!4+!+>4#0202)!#!AL!(+105*!6*4=!$+.!9;+.13!#9F!4;*7!4+!8<+603*!5+80*9!+,!8+105*!5*<40,05#4*9!,<+7!4;*0<!
5+.24<0*9!+,!5040M*29;08!#23!,<+7!#2$!5+.24<$!02!/;05;!4;*$!;#6*!106*3!,+<!+2*!+<!7+<*!$*#<9=!/04;02!4;*!1#94!N&!
$*#<9?!!
! !O44#5;*3!5+8$!+,!8+105*!5*<40,05#4*!,<+7!4;*0<!5+.24<0*9!+,!5040M*29;08!

! !O44#5;*3!5+8$!+,!8+105*!5*<40,05#4*!,<+7!#2$!5+.24<$!02!/;05;!4;*$!;#6*!106*3!,+<!+2*!+<!7+<*!$*#<9=!/04;02!!!
!!!!!4;*!1#94!N&!$*#<9!

P;*2!#!8*<9+2!5#22+4!8<+603*!#2!+6*<9*#9!8+105*!5*<40,05#4*@!
! !O44#5;!8<++,!+,!#44*7849!4+!+>4#02!#!5*<40,05#4*!
! !Q4#4.4+<$!3*51#<#40+2!#44#5;*3!94#402)!/;*4;*<!4;*$!;#6*!#2$!+6*<9*#9!5<0702#1!5+260540+29!+<!2+4!

 
4. ! Risk Assessment   
R6#1.#4*!#11!4;*!02,+<7#40+2!$+.!;#6*!)#4;*<*3!4+!#99*99!4;*!<09F!4;*!5#2303#4*!/+.13!8+9*!4+!4;*!9#,*4$!+,!
5;013<*2!0,!*781+$*3!+<!*2)#)*3?!
-+.!7.94!3*4#01!;+/!#11!02,+<7#40+2!)#4;*<*3!,+<!4;*!+4;*<!5+78+2*249!+,!4;*!9#,*4$!5;*5F!D03*2404$!5;*5F=!
/+<F!;094+<$=!024*<60*/=!<*,*<**=!7*7>*<9;08=!#23!(+105*!6*4H!;#9!>**2!5+2903*<*3!,+<!4;*!<09F!#99*997*24?!
!

#<=><?@!
!

K9!4;*!8*<9+2!9#,*!4+!/+<F!/04;!5;013<*2S! ! !-*9!!
! !A+!

P+.13!4;*!8*<9+2!9.88+<4!#23!#3;*<*!4+!$+.<!5;013!
8<+4*540+2!8+105$=!#23!#5406*1$!5+24<0>.4*!4+!#!5.14.<*!+,!
5;013!8<+4*540+2!02!$+.<!+<)#209#40+2S!

! !-*9!!
! !A+!

O<*!4;*<*!#2$!025+29094*250*9!02!02,+<7#40+2!9.8810*3=!
*?)?=!02,+<7#40+2!2+4!7*240+2*3!+2!4;*!8*<9+2E9!/+<F!
;094+<$!+<!3.<02)!024*<60*/!4;#4!/#9!8<+603*3!>$!4;*!
<*,*<**!+<!02!4;*!(+105*!6*4S!

! !-*9!!
! !A+!

O<*!4;*<*!#2$!8#44*<29!+,!5+25*<202)!#4404.3*9!+<!
>*;#60+.<9S!T;*9*!5#2!>*!9.>41*!#23!/03*<!4;#2!4;*!
8<*9*25*!+<!#>9*25*!+,!5<0702#1!5+260540+29?!

! !-*9!!
! !A+!

U+!$+.!2**3!4+!,+11+/V.8!+<!)#4;*<!#2$!#33040+2#1!
02,+<7#40+2=!*?)?=!,<+7!#2+4;*<!<*,*<**!+<!7+<*!
02,+<7#40+2!,<+7!#!<*,*<**!#1<*#3$!5+24#54*3S!

! !-*9!!
! !A+!

U+!$+.!2**3!4+!51#<0,$!#2$!099.*9!/04;!4;*!#88105#24!
30<*541$=!*?)?=!#11+/02)!4;*7!#2!+88+<4.204$!4+!<*98+23!4+!

! !-*9!!
! !A+!
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#-$!.-,+/0#1.+-!12#1!.3!4-56*#/!+/!.-5+-3.31*-17!8.9!12*$!
9*6.:*/#1*6$!;.122+69!.-,+/0#1.+-7!

8+!$+4!-**9!1+!1#6<!1+!$+4/!0#-#)*/!#:+41!12*!=*/3+-7! ! !>*3!!
! !?+!

@33*33!12*!=*/3+-!1+!9*1*/0.-*!;2*12*/!12*!=*/3+-!=+3*3A!+/!;+469!=+3*A!#-$!/.3<!1+!12*!3#,*1$!+,!52.69/*-B!

!""#"" $ C!2#D*!#33*33*9!12*!=*/3+-!#3!
=+3.-)!!

! !-+!/.3<!
! !/.3<!!
! !2.)2!/.3<!

1+!52.69/*-!

C,!12*!=*/3+-!9+*3A!+/!;+469A!=+3*!#!/.3<A!#33*33!12*!*E1*-1!+,!12#1!/.3<B!

?+1*3!+-!12*!#33*330*-1!+,!.-,+/0#1.+-!#-9!9*5.3.+-F!!"#$%&#'&()*+#%,)#,+-#.*+/!.$!*+)#*(#
.*00&+$)#*+#$%&!(#1*2!.&#/&$3#&+)4(&#-*4#!+.245&#$%&)&#!+#-*4(#,))&))0&+$#+*$&)6#
!
!
!
!
!
!
!
!
!
!

!

%&'($&)*$+,-)&./0($12$3(0+1)$451$/)*(0.116$.5($0,+6$&++(++'().7$
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