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Kia ora and Welcome
Hē mihi nui kia koutou katoa,
Childhood is a rare time in life that only ever happens once, it is to be enjoyed
and cherished as much as possible.
Children give us the privilege of re-living our childhood days of discovery;
where a bug on a leaf could captivate our imagination, or a tree was all that
was needed to turn an afternoon into a rainforest adventure.
Your child’s journey through these early years is an amazing time, full of new
encounters and learning opportunities that will help shape their future. So, it’s
important to us at Grow ECE that we continually strive to create an amazing
world that will challenge, cherish, nurture, and Grow your child/ren into their
fullest potential.
We invite you to read our information booklet to find out more about Grow
ECE, our philosophy and policies along with the responsibilities of
whānau/parents/caregivers.
If you have any queries, we are very happy for you to get in touch.
Ka kite ano
The Grow ECE Team

Opening Hours
Open: 7.00am – 5.30pm Monday to Friday.
We are closed on all public and statutory
holidays

Contact Details
Grow Early Childhood Education
58 Ashley Place, Papamoa, 3118
Email: info@growece.co.nz
Website: www.growece.co.nz
Facebook: www.facebook.com/growece
Phone: (07) 929 7718
Emergency Contact Number: 0274 821 338

Our Centre
Living in New Zealand we take for granted the beauty of our environment, the
fact that we have the cleanest rivers and best beaches in the world. Nature is
good to us here, so we’ve tried hard to be true to our New Zealand heritage by
providing some of the biggest and best outdoor spaces in urban Early
Childhood Education and care environments.

Grow ECE Philosophy/ Kaupapa
We believe tamariki (children) are our future and they are puiaki (precious). At
Grow ECE we are committed to nurturing our children by creating a positive
learning environment where children can flourish, grow, and be empowered
to be the best they can be.
We provide an environment that is safe and fun where positive core beliefs, a
sense of belonging and self-management are fostered and encouraged. Our
relationships with tamariki and whānau is caring and patient. We will strive to
promote and teach all we know about te ao Māori in respect to our bi-cultural
heritage.
On this solid foundation learning opportunities are presented through play to
foster the love of learning for children at their own pace. Through exploration
children are encouraged to grow their own individual learning journey while
respecting cultural diversity and the environment, working together, and
becoming resilient, independent confident learners.

Our Rooms
Grow ECE has been purpose built and designed around the children’s needs.
Age appropriated spaces, cater for individuals and developmental needs.

Hikurangi Room
Age: 0 – 2.4 years (approx). Hikurangi room is an ideal environment that
provides nurturing and safe spaces where your child feels loved and secure.
Children have every opportunity to reach their developmental milestones in
an emotionally supportive environment and are encouraged by teachers in
their individual learning journey. Our teaching team works closely with
whānau/parents/caregivers to provide a routine that is predictable
and similar to home.

Mangatawa Room
Age: 2.4 years – 4years (approx). Our Mangatawa room is designed to
encourage your child to build their independence through a play-based
programme and structured daily routines. With favourable teacher/child
ratios, teachers are nearby to guide your child to develop their communication
and social interaction skills. Our teachers will support and encourage your
child’s self-help and self-management skills through positive reinforcement
strategies. We provide learning opportunities for a child’s individuality and
interests through an enormous outdoor space and a variety of indoor learning
hubs within the room.

Kopukairoa Room
Age: 4 years – starting school. We endeavour to foster a love of learning and
to make sure we have fun along the way. We recognise getting ready for
school is a big and exciting change for children. Our teachers provide our older
children with an opportunity to build on their knowledge in preparation for
school. This space can provide time for ongoing projects and further literacy
and numeracy learning. We intend developing partnerships with local
schools to inform our transition to school programme and help parents with
the next step of education for their child.

Being Part of your Child’s Journey
One of the joys of parenting is watching your child’s progression and
development as they learn to navigate our world. At Grow, we want you to be
as involved as possible, so we work hard to record your child’s journey.
A learning story profile is created for each child, cultivated throughout their
time with us and becomes a cherished and valued document later in life. The
learning story profile is yours to keep when your child leaves our Centre.
In addition to your child’s
learning story profile, we take
advantage of technology
such as Storypark. You’ll
experience more of your child’s day as we send you updates, photos and
videos, allowing you to interact with staff and teachers. You own and
administer your child’s account along with all the photos, videos and content
and is yours to keep forever.

Whānau /Parent/ Caregiver and Teacher Interaction
We believe in building on our positive relationships with everyone involved in
the care of your child. We organise regular times for reporting on your child’s
progress. During your child’s progress report, there will be an opportunity to
discuss goals and parent aspirations for your child’s next learning steps.

Settling Your Child into your New Childcare Centre
Sometimes when your family starts a new Centre it is not always easy. You or
your child may find leaving each other quite hard. Our wonderful staff will do
everything to make this time gentle and talk to you about strategies to help
with drop off. Together we can decide on a teacher who your child relates to
and they can help settle your child. Our teachers work on rosters so may not
be there every day to meet you. We encourage you and your child to develop
relationships with more than one teacher as staff too can be away sick or on
leave.
Your child needs to feel safe and secure with us and we need to form a
relationship as well. It can often take up to two weeks, sometimes longer for
children to settle and become confident with their new environment.

Once your child settles in then, they’re away. The other children are excellent
motivators and it doesn’t take long before your child is joining in and making
friends.

Pre-Visits
We ask that you bring your child in for 3 pre-visits; there is no cost, but you will
need to stay for the visit. Pre-visits enable you and your child an opportunity
to familiarise yourselves with the Centre’s environment, routines, other
children, and staff. Phone or see the Office Administrator or Team Leader to
organise a pre-visit day, time, and length of stay.

What to bring for your child
•
•
•
•
•

Ensure your child has enough nappies for the day (if needed).
Provide your child with a healthy nutritious lunch (we provide morning
and afternoon tea).
Provide breast or formula milk and babies bottle (suitable and
enough).
Favourite comfort item (optional).
Provide enough comfortable and suitable, named clothing and
footwear that doesn’t restrict your child’s enjoyment and
participation.

Young children learn through creative play, and this kind of play can be
messy. They’ll get paint on their clothes and playdough in their hair, so
dress them in clothes that are comfortable, easily washed, and suitable for
active play.
•
•

•

We suggest at least two complete
changes of clothes.
In the summer, please ensure your
child has a clearly named sunhat and
wears a shirt or dress with sleeves.
Singlet tops do not protect from the
sun. Sunhats are worn from
September through till April.
In the winter, please ensure your child has a warm jacket, hat and
gumboots.

Dropping Off and Collecting Your Child
The safety of your child is paramount, and your child can only be released to
the care of an authorised person who is identified on your enrolment form.
Please make sure you sign in when you drop off your child and sign-out when
you pick up your child. You will need to sign your first name and your last name
on the sign in/sign out ipad.
Please be on time to pick up your child as we close at 5.30pm daily. A late fee
will be charged if parents or caregivers are late to collect their child/ren or drop
their child/children off outside of booked times if it has not been previously
arranged with staff. The charges are: $15.00 for every 10-minute block after
our closing time of 5.30pm, $9.00 per hour or part of, before or after booked
hours.

Fees
All fees are GST inclusive and are subject to change from time to time.
Under 3 Years Old Prices

Over 3 Years Old Prices *

* Children aged 3-5 years old are eligible for the first 20 hours of care free.

Minimum Enrolment and Attendance
Enrolments must be for a minimum of 2 days per week, per child. Your child
will need to attend a minimum of 6 hours each day they are enrolled at our
Centre. You have the flexibility of deciding whether to enrol your child for long
or short days. Short days are 6 hours per day with bookings between 8.30am

and 3.30pm. Long days are up to 10 hours per day with bookings between our
opening times of 7.00am to 5.30pm.
We require a $33.00 enrolment fee to hold your child’s place and to cover
administrative costs to start your child at Grow ECE. Please note that if you
change your mind and decide not to bring your child to Grow ECE this fee is
not refundable.

20 Hours Free
Our Centre offers the 20 Hours ECE subsidy which is provided by the Ministry
of Education to all 3, 4 and 5-year-old children. The cost of your 3 – 5-year-old
attending our Centre can be fully funded for a maximum of 6 hours per day for
20 hours per week. This is not based on household income, however to be
eligible you must complete a 20 Hours ECE Attestation form which is available
upon request.

WINZ Subsidies
WINZ or Work and Income can help pay for part or
most of your child’s fees, if you qualify for a
subsidy.
It’s common for people to be surprised to find out
that they are eligible for some, if not all the subsidy
coverage available for early childhood care.
Families with a total household income under
$90,000 are eligible for WINZ subsidies.
WINZ Subsidy Application forms are available from
our Office Administrator on request. When
submitting your WINZ subsidy application form to
the WINZ office, please ask for a stamped copy of
the front page and return it to our office.
Application forms are sometimes misplaced by WINZ and by keeping a copy
you will be able to prove that you have submitted the application form.

Account Payments
All accounts must be paid one
week in advance. Invoices are
sent out on a Monday and
payment is due by Friday.
Casual bookings are added to
your weekly invoice and due the
day of attendance - unless
special arrangements have been
made with the Centre.

Methods of Payment
Fee payment must be made by automatic payment or direct credit as there
are no Eftpos or banking facilities at the Centre.

Holidays
Grow ECE will open reduced hours over the two (2) week Christmas / New Year
holiday period. If your child is going on holiday and will be absent from the
Centre over this two-week holiday period parent fees may be discounted by
50% to retain your child’s place at Grow ECE. The 50% discount will only apply
to the two-week Christmas / New Year holiday period and is only available
while your child is absent. The 50% discount does not apply to the statutory
holiday days and all fees are to be paid in advance when going on holiday. A
minimum of 4 weeks’ prior written notice must be given to the Office
Administrator and/or Centre Manager if your child is going on holiday over this
period. Where the minimum written notice is not given, your full regular fees
will be payable during the holiday absence.
No further holiday discounts are available. Full fees will be payable for
absences due to holidays outside the two-week holiday period outlined above.

Statutory and Public Holidays
Full fees are payable for all statutory and public holidays.

Changing Personal Details and Bookings
Please inform our Office Administrator about any changes to your personal
details. Your enrolment form will need to reflect any changes made to your
name, address, phone contacts, emergency contacts and the people who are
eligible to collect your children.
If you would like to change your child’s booking or want to add extra bookings,
you will need to complete our Change of Hours form.
Please be aware that we are not always able to accommodate changes of
bookings. Dependant on positions available you will be informed by the end of
the day of availability.

Leaving the Centre
We require 2 weeks’ notice in writing when your child is leaving the Centre or
2 weeks’ fees (not including the 20 Hours Free) will be charged in lieu of
notice.

Illness, Bereavement/Tangihanga and Absence
If your child is unable to attend due to illness or bereavement, please phone
and inform us of their absence. Full fees are payable for all booked hours,
whether attended or not, including absences through injury, illness, or
bereavement.

Your Child’s Health
Sickness
No parent wants to impose a sick child on
anyone. While it is easy to recognise that
most ill children simply want to be in bed
sleeping, it is not always so easy from a
working parent perspective.
Whānau/parents/caregivers must keep
the perspective as to how they would feel
if another family brought a child with a
contagious illness to the Centre and
exposed their child.
If your child has been unwell at home,
please do not bring them into the Centre
and expose our staff and children to
sickness. When a child is sick, it is a stressful time for whānau, parents,
caregivers. However, we would appreciate if your child is absent due to
sickness that you inform the Centre by 9.00am on the day of non-attendance.
If the illness is contagious, or suspected to be contagious, we place a notice
informing whānau/parents/caregivers of this occurrence. No child is to return
to the Centre unless they have been cleared by a doctor and a medical
certificate is produced saying they are well enough to attend.
Any child who is present at the Centre and is deemed to be unwell by the
teacher will be sent home. The child’s whānau/parents/caregivers will be
phoned, and the child will be put in a separate area and supervised by a staff
member until picked up. A written account will be provided for your

information and for your doctor if necessary. Illness that warrants a child being
sent home includes the following:
•
•
•
•
•
•

High temperature – 37.5 ˚C
Coloured discharge from the child’s nose
Unidentifiable rash or spots
Constant cough, which is not linked to asthma or a breathing disorder
Diarrhoea
Vomiting with any of the above, especially vomiting and diarrhoea, it
is strongly recommended that whānau/parents/caregivers keep their
child at home for 24-48 hours before returning.

Again, if the condition has been contagious we will need to sight a medical
clearance from your doctor.

Medication
We are required by the Ministry of Education to have a process for using nonprescriptive medicines and as well as prescriptive medicines for children.

Category(i) Medicines
A Category(i) medicine is a non-prescriptive preparation that is not ingested,
only used for first aid treatment of minor injuries and provided by the service
and kept in the Centres first aid cabinet.
Category(i) medicines include, but are not limited to Arnica cream, antiseptic
cream, calamine lotion, sunblock etc. Please advise on your child’s enrolment
form if you agree to the use of category(i) medicines.

Category(ii) Medicines
A Category(ii) medicine is a prescription (asthma inhalers, epilepsy
medication etc.) or non-prescription (antihistamine syrup, lanolin cream etc.)
medicine that is:
•
•

used for the ongoing treatment of a pre-diagnosed condition
(asthma, epilepsy, allergic reaction, diabetes, eczema, food
intolerances, skin conditions, etc.); and
provided by a parent for the use of that child only.

Category(iii) Medicines
A prescription medication such as asthma inhalers, or non-prescription
medication such as antihistamine syrup, lanolin cream medication that is:
• used for ongoing treatment of a pre-diagnosed condition and
provided by the parent for their child only, and forms part of an
Individual Health Plan.
An Individual Health plan provided by the doctor must be given at enrolment,
or whenever there is a change, detailing what (name of medicine), how
(method and dose), and when (time or specific symptoms/circumstances) the
medicine should be given. They need to be updated every three months.
For any rongoā Māori (Māori plant medicines) that are prepared by other
adults at the service, a Medication Form must be filled out and signed by the
parent on each day the medicine is administered. The medication form must
detail what (name of medicine), how (method and dose), and when (time or
specific symptoms/circumstances) medicine is to be given. Teachers will sign
this form too when medication has been given.

Immunisation
We are required to sight, copy, and record your child’s immunisation
documents for our records. Whānau of children who have not been
immunised will be notified that in some instances of an outbreak, they will be
asked to stay home.

Food and Allergies
We are a nut free and egg free zone – please do not send your child with nuts,
nut products or whole egg food. Egg used in baking is fine. Please see staff if
you are unsure.
If your child has any food allergies or special dietary requirements let our team
know so we can ensure your child’s wellbeing.

Other Healthcare Agencies
During your child’s day to day care with us, other accredited and registered
healthcare agencies may visit. Written permission and consent is required
from whānau/parents/caregivers for these agencies to assess and interact
with your children.
Example agencies include
•
•
•

Plunket
Vision and Hearing
Dental

Accidents
Bumps and bruises do happen from time to time as we learn to navigate our
world.

Minor Injury and Incidents
In case of a minor injury we treat with first aid and lots of TLC – tender loving
care. A detailed account noting time, accident and treatment need to be
signed by the parent. You will be asked if you would like to have a copy.

Serious Injury
Serious injury is considered any injury that causes serious bodily harm. First
aid will be applied as soon as possible, along with lots of TLC and we will
contact you immediately. If you are unavailable, your emergency contacts and
then your doctor will be notified. If he or she is unavailable, then the child will
be taken to the local doctors’ surgery or an ambulance will be called.
(Applicable to those who have given permission on our enrolment form). As a
last option your child will be taken to hospital, accompanied by a staff member.

We will continue to try and contact you and give you as much information
possible.
An accident form will be completed within 24 hours of injury and given to
parent / medical practitioner and Worksafe.

Complaints
The Centre has a complaints procedure displayed in the entrance. If you have
any concerns or problems, please approach the Centre Manager and they will
be happy to assist you with your concerns.

Child Safety
The Centre has a detailed Child Protection Policy, which includes the reporting
of any suspected child abuse to Oranga Tamariki – Ministry for Vulnerable
Children. Parents will be asked to sign the enrolment form to allow their child’s
photos to be used for Grow ECE use.

Information Available to Whānau
We find Storypark community messages and conversations, and our monthly
newsletter are good ways of communicating how you can be involved at Grow,
how you can contribute to our policy reviews and any consultation matters.
Details of any Ministry of Education Funding received by Grow, are available
to families of Grow. Our financial policies are available in the foyer and fees
are in this booklet as well as on our website. All policies and procedures will be
reviewed according to the Policy Review Schedule. Whānau/ parents/
caregivers and all staff at the Centre will be invited to contribute to the review
process. ERO reports are also available at the Centre. Please do not hesitate to
let us know if there is anything at all you are concerned about or think we could
do better, and if there is any further information you require. Sometimes you
will receive a courtesy call from staff. This may be to let you know how your
child is settling, is sick or if there are any concerns. Please don’t be worried if
you see the Centre number come up on your phone.

Children with Diversity
All children are welcome at Grow ECE. If your child requires additional support,
please speak to our Centre Manager so we can form a plan to accommodate
your child’s individual needs.

Excursions
We regularly aim to take children on local excursions. For further afield
excursions you will be advised and need to sign a permission slip for your child.
You will be informed on ratios, form of travel and destinations. You may also
be required to pay an additional cost. We always welcome whānau/ parent/
caregiver help during these excursions.

Special Events
At our Centre we like to celebrate special days. For example, Mother’s and
Father’s Day, Easter, Matariki, Christmas and so on. We create opportunities
to celebrate children when they leave and cultural events of our families.
Please let us know what cultural events are important to you.

Birthdays
A child’s birthday is celebrated at Grow unless you advise us that you do not
want this for your child. Whānau do not need to bring in food/cakes as we
prefer to celebrate by letting the child have a special day.

Recyclables and Sustainable Practices
We love using recycled materials and
welcome almost anything, except for toilet
rolls, polystyrene trays, soap powder boxes
and medicine containers. If you would like to
contribute items, please ask a staff member
where to leave these. We will endeavour to
let you know if there are specific resources we
have too much of, or too little of. It is our
intention to reduce, reuse and recycle
whatever we can at Grow ECE.

Thank You
Thank you for choosing and entrusting Grow ECE with the care of your
child/ren. We welcome the opportunity to nurture and educate your child/ren
and are committed to providing the best possible environment we can.

