UPDATED 29-08-2018

WELCOME TO

6 weeks to
6 years of age children.
OPEN 7:30am to 5:30pm
Monday to Friday

Established Operation supporting the local
Community for over 25 years.
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Sunny Days Community Pre School.
130 Commercial Road,
Po Box 102
Helensville 0840
Ph: (09) 420-7253
Email: sunny102@yahoo.com
Website: www.sunnydayspreschool.co.nz
Licensed for: 28 children over 2 years / 6 children under 2 years

Page | 2

TABLE OF CONTENTS
Our Vision, Purpose and Values

Our Centre Philosophy

Our Curriculum and Literacy Programme

Whare Pipi – Under 2 year’s Room

Fees Schedule

General Information

What to bring

Settling In Policy

Lunchbox Guidelines for Parents

Fees and Payments Policy

Sleep Policy

Page | 3

Sunny Days Pre School believes in having a strong Vision,

Purpose and Values in the Centre. This is to achieve Excellence
and equitable education and care for our Tamariki.
This is also consistent with our Philosophy, Strategic Plan and
Curriculum design.

Vision: Kia pai ake ai - To be the best we can be.
Purpose: To offer families in our wider community a childcare
service where their children are offered excellent & equitable
education and care.

Values:
• Striving for Excellence, in our teaching practice and curriculum
development.
• Making a positive difference in our Community.
• Small Boutique Centre, great teacher/child ratios.
• Every child has individual goals tailored to their needs.
• Accommodating to family’s needs.
• Warm, caring, home like environment.
• Relationship based key teaching.
• Inclusive & Equitable.
• Affordable.
• Children play and explore and choose self-directed learning
areas.
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OUR CENTRE PHILOSOPHY
Welcome to Sunny Days Preschool. We are a Community Based Preschool that see
ourselves as a large extended family. We provide a safe, warm nurturing environment for
our children, whanau and parents from all different cultures and backgrounds, where
different abilities are accepted and respected.
Our curriculum is based on Te Whāriki, a framework of goals and objectives for learning
which empowers and supports a child’s holistic development and building good
relationships and respecting one another in our centre and have a sense of belonging.
We believe children learn through play allowing children to “be children”. Learning should
be fun, hands-on and challenging. We continually provide opportunities for children to
experiment, explore, solve problems and express ideas. This is achieved through our active
planning and teaching process, and is child initiated. Whereby Teachers observe and
recognize the children’s interests and plan then extend those interests with a diverse range
of teaching strategies. We provide an environment that is set up with a variety of resources
that provoke children’s thinking and learning, and encourages children to make their own
choices. Our children also get to explore the community through regular excursions, special
visitors in the centre and positive links with nearby school and community facilities.
Teachers develop responsive, warm, trusting and respectful relationships with all children
with clear, consistent boundaries of acceptable behavior. We teach children to negotiate
and resolve conflicts or disagreement with others.
We utilize the ‘Incredible Years Programme which is a positive behavior management
programme. www.incredibleyearsnz.co.nz’
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OUR CURRICULUM & LITERACY PROGRAMME
At Sunny Days children, will be given the opportunity to develop a positive selfimage and experience success through developmentally appropriate activities
in the aspects of mathematics, construction, language, literacy, social skills,
music and movement, science and nature and arts and crafts. This is based on
child-initiated interests within the centre.
Literacy and Mathematics
Here at Sunny Days we provide a range of activities that help children understand and
recognise shapes, patterns, colours, size, numbers, phonics and writing. We also do a daily
age appropriate mat times that incorporate the children’s participation. Sunny Days also
provides an extended literacy programme for the 4+ year olds.
Music
Music is something we all love; Sunny Days has a variety of different songs and CDs that
allow the children to learn through movement and dance offering children the opportunity
to learn new actions, use musical instruments and free movement.
Outdoor play and Environment
Our unique natural wood playground offers children areas for climbing, jumping, ball skills,
water play, sandpit play, carpentry, running, role playing and a scooter/bike track. By being
able to provide a wide range of activities children are learning to become confident within
themselves and learning about their own limitations. Our environment allows the children
to explore their surroundings such as the garden and the wider community.
Arts and Crafts
Here at Sunny Days we have a wide range of resources for the children to express
themselves in an artistic and visual way. We have an area where children can cut, paint,
draw, weave and construct at their own free will. This helps children to use the application
and manipulation of materials to suit the task they are doing.
Science
We provide different experiences for children within our centre that allow the children to
have an active role in science such as creating melting ice lights, planting and growing
vegetables to eat, caterpillars to butterflies, volcanic eruptions and bubble making. All of
these help the children to gain an understanding of how the world works.

It is important at Sunny Days to be able to provide enriching experiences to the
children. All of this helps to develop their social skills and language
development. We promote respect among all the children teaching those
manners and respect regardless of people’s differences. Sunny Days prides
itself on being a community centre working alongside you, your children and
your family/Whanau.
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Whare Pipi - Under 2 year’s Room
The under-two’s room provides a safe, loving family feeling environment where infants
learn through lots of attention and care. Our learning environment we provide inspiring
creative and positive learning experiences. We work with the child's curiosity, playfulness,
confidence, belonging, enjoyment and participation. The child learns through active
exploration and friendships of the centre.
Our goal for this age grouping is to nurture independence in a completely supervised
environment through lots of love and attention. We nurture dependent babies and infants
to discover a new and exciting world.
It is important that babies receive our 100% attention and therefore our staff to child ratios
at this level are higher than the required standard of 1:5. There will always be a calm and
peaceful environment in this area, where teachers are responsive and attuned to their
individual needs. We endeavor to work in close partnership with parents as we care for
their babies.

GENERAL INFORMATION
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Behaviour Management
Mutual respect is something that will be taken very seriously by our staff. Our centre adopts
a clear policy on helping children in our care to respect each other, their surroundings and
the equipment, thus building inner discipline. In the event of error, clear guidelines will be
given to the child who will also be shown respect and acknowledgement of his or her
attempt to rectify the mistake. We strongly believe that kind but clear handling of a child is
the only way that respect can be shown to a child allowing the necessary space to make
mistakes which is essential to any social development. Clear goals will be set to encourage
self-confidence, education and learning.

Civil Defence Emergencies
We have an emergency procedure displayed around the preschool, and children practice
Fire and Earthquake drills regularly. In the event of an emergency the staff will care for your
child until you or an alternative contact person on your child’s enrolment form has
collected them. Please do not risk your safety to pick up your child as they will be well cared
for until you can reach them safely. Our collection point is Helensville Primary School, but
the reality is that we would only move a group of pre-school children in extreme
circumstances. The safety of your child is always the centre and staffs priority.

Clothing
We need you to dress your child in sensible and comfortable play clothes. The children do
get paint or glue, and messy play on their clothing from time to time. They will also need
three complete changes of clothes including underwear. Shoes that are easy to get on and
off by the child are an added advantage, as we teach and extend the children’s self help
skills. Children that are being toilet trained will need an extra change of clothes and extra
spare underpants. Suitable footwear includes gumboots and slippers for winter.

PLEASE NAME ALL CLOTHING
This makes the process of finding clothes a lot easier for everyone.

Complaints
If you have a complaint, please follow the complaints procedure on our information board.

Communication
Communication is the key to a successful relationship. Please feel free to talk to your child’s
teacher or Centre Supervisor if you have any queries. If you would like to discuss your child
please do not hesitate in making an appointment to do so. Mistakes can be made. We are
all human and it is imperative that you let us know what the problem is so we can make
changes so it does not occur again. Teachers love to hear how things are going. Staff work
extremely hard with your children and they love to hear feedback.
Staff are available to talk with parents about any concerns. However, if staff are involved
with a group of children it may not be possible to give you the time you need to discuss any
issues at that time. All discussions are confidential and therefore we would rather have
discussions of a personal nature away from the children.
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Fee Payment
Fees are due at enrolment (one weeks in advance) and at the beginning of each week there
after. Our preferred method of payment is Automatic Payment; and we ask that you pay via
this method.
Our Account details for automatic payment or Internet banking are:
Sunny Days

•
•
•
•
•

12 – 3139 – 0011189 – 00
Please include your child’s name as the
reference.

Fees must be paid weekly. Unless you have made an arrangement.
Fees are required regardless of absences to ensure your child’s position in the
centre.
We require two weeks notice or two weeks fees in lieu if your child is finishing.
Fees are payable for the full 50 weeks that Sunny Days is open each year.
There will be no charge during the Christmas break when the centre is closed for 2
weeks.

Absences / Public Holidays
If a public holiday falls on a day that your child would normally attend, you will be charged
as normal. Sick Days, Holidays and all other absences are also charged at full fees, however
if your child is away, it is appreciated if parents / caregivers call and let us know.

20 Hours Free ECE
Sunny Days is happy to offer 20 hours Free ECE (up to 6 hours a day) for children aged
three, four and five. A 20 hours ECE Attestation Form must be signed.

Health Issues
Because of the risk of infection, we are unable to take care of sick children.
You must keep your child at home, and notify us if he/she shows any of the following
symptoms:

•
•
•
•
•
•
•
•

A high temperature
Vomiting
Upset stomach or diarrhoea
Infection
Nits / Head lice
Conjunctivitis
Unidentified rash
Inflamed throat or eyes

•
•
•
•
•
•
•
•

Impetigo / School Sores
Cold Sores
Ringworm
Chicken Pox
Measles
Mumps
Rubella
Infectious Hepatitis
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If your child shows symptoms of any of the above during the day, you will be contacted and
asked to collect your child. We expect our staff to follow the recommended Ministry of
Health policies.
Children and Staff who have had vomiting or diarrhoea must stay away until 48 hours after
the last symptoms. If your child has had Paracetamol or ibuprofen, they cannot return to
preschool until 24 hours after the last dose. If your child requires antibiotics, they must also
stay at home for 24 hours from starting the course.

Healthy Eating and Celebrations
Our food & nutrition policy is based on the recommendations published by the Ministry of
Health and the Healthy Heart Foundation. We believe that healthy food & beverage
choices enhance education outcomes for pre-school children. When it comes to your
child’s lunch box please remember that quality is more important than quantity, foods that
give your child sustained energy to play and learn are the best. We discourage food and
beverages that are high in fat or sugar, and remember that if it looks like a lolly it probably
is! The Ministry of Health also recommends that pre-school children are given water as a
daytime drink. Here at Sunny Days have a water only policy, and provide cold and filtered
water by way of a water cooler located in the main room. Please do not send juice or
flavoured milk to day care.
• Afternoon tea and lunch is provided by parents.
• Morning Tea provided by Sunny Days.
We ask that you please avoid;
Pastry items (pies, sausage rolls, croissants, sweet pastries)
Spaghetti in a can and chips.
The following foods are not permitted;
Lollies, chocolate and confectionary (chewing gum)
Deep-fried foods and convenience foods like Instant Noodles.
Fizzy drinks or fruit juices, fruit roll ups. Flavoured milk.
• Birthdays and Graduations:
Birthdays and graduations are a time for celebration at Sunny Days Pre school. Even
though chocolate cake with lots of icing and lollies may be a family favourite we ask
that you reframe from bringing a Birthday cake into the centre. We often have
several celebrations in a week/month. If you wanted to celebrate your child’s
birthday by bringing food, please consider to bring foods that include fruit or
vegetables or fruit kebabs. Vegetable platters with a yummy dip are also popular.
The Centre is happy to contribute with baking on celebration days as part of our
curriculum if we can. Please see the teacher if you would like us too.

Management
Sunny Days Early Childhood Centre is a non-profit, community owned and managed
Pre-school providing quality care and education for young children. A committee of elected
parents from the centre and the community manage Sunny Days. An Annual General
Meeting is held each year and offices are renewed annually. Committee meetings are held
once a month at Sunny Days. All parents and caregivers are encouraged to attend these
meetings and have input into the way Sunny Days is run.
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Medication
When a child requires medication, it is essential that the medication be handed to a staff
member or placed in the refrigerator. The Centre’s medication policy will be followed at all
times. All medication needs to be signed into the medication folder. Please do not leave any
medication in your child’s bag.

Minimum Booking
The minimum enrolment days are two sessions per week for all age children.

Nappies and Change of Clothes
Parents are asked to provide approximately six disposable nappies per day.
Three complete changes of clothes are also required, including underwear, shorts /
trousers,
T-shirts and sweatshirts. You will need to provide more if you are in the process of toilet
training.

Policies
•
•
•
•
•
•
•
•
•

Children must be “handed over” to a staff member to ensure that staff are aware of
your child’s presence.
The attendance register (Signing In List) must be signed upon arrival and departure.
Fees must be paid weekly.
Sunny Days provides nutritious afternoon teas.
Healthy Eating, Water only policy.
Sunscreen is provided and applied by staff in terms 1 & 4.
Children will not be allowed outside during winter months without warm hats.
Session times need to be adhered to, a late fee will apply when children are late being
collected after the session.
Smoke free.

Portfolios
Each child has a portfolio containing an “all about me” sheet, observations, photos, learning
stories, and samples of their artwork. This document provides a comprehensive history of
your child’s time at Sunny Days and can be used to assist your child’s transition to school.
Parents and family members are encouraged to contribute to your child’s portfolio through
your own stories, quotes, photos and experiences reflecting the learning and development
that has occurred during the time at preschool.

Sleep time
After lunch, children who need a sleep have the opportunity for a nap in an assigned bed.
Children in the sleep room are expected to rest quietly or sleep.
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Signing Your Child In and Out Each Day
We need you to sign your child in and out each day. This is a requirement of the Ministry of
Education. It also assists us in the event of an emergency occurring. We have a 15 minute
window frame when signing in and out of your child’s enrolled hours. Frequent occurrence
of incorrect hours signed in or out each day, the child’s enrolment hours will have to be
reconfirmed.

Staff
The Centre values a mix of professional and experienced staff with varying backgrounds and
nationalities that brings a variety of experience and knowledge to the Centre.
Early Childhood teachers recognise the importance of confidentiality in facilitating the free
flow of information between parents and staff. Teachers are encouraged to attend inservice seminars and further education courses to contribute to the Centre and their
professional development.

Sun Protection
We need you to provide a hat that will protect your child’s face, neck and ears.
The centre will provide sun block for children at midday. Please put sunblock on your child
in summer months before he gets to preschool. If you have any specific requirements
please do not hesitate in talking with us. Clothing needs to be of a tight woven material
with sleeves in the garment to aid in sun protection.

Toys from home
Blankets and special security toys for sleep time are important for your child’s security and
can remain in the bag till sleep time. All other toys from home will be confiscated and be
returned to the parent at the end of the day.

Transition to school
Older children are encouraged to learn the skills needed to have a smooth transition into
the primary setting. This is a natural continuation of their learning and designed to enhance
prior knowledge and skills. Sunny Days provides a programme from 4years old.
(Please see the Busy Bee club info)

Trips
Trips are a vital part of our programme. You will be notified by letter of the destination and
the cost and you will be required to sign the sheet to enable your child to attend. Adult to
child ratios are determined prior to the trip being undertaken. Trips will be cancelled if this
ratio is not met. We encourage and need parent participation to make these trips work for
us. Day trips are by bus. Children will not be permitted to travel in private cars to any
destination. The centres excursions policy will be followed at all times.

Winter
It is helpful in the winter that you send your child with gumboots for the outside and
slippers for indoors. To enable us to play outside, a named coat and a warm hat is
advantageous.
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LUNCHBOX GUIDELINES FOR PARENTS
Good nutrition is fundamental to developing a sense of well-being and to meeting the
growth, development, and activity needs of healthy, confident children. We do appreciate
how tricky it can be to provide interesting foods everyday for your child. The following
ideas are to help you load up your child’s lunchbox with healthy tasty foods.
Breads and Cereals
• Make a variety of tasty fillings for sandwiches and rolls.
o Lettuce, ham, cheese
o Tomato & cheese
o Marmite, lettuce & cheese
o Chicken, celery & mayo
o Mashed egg & lettuce
o Tuna or salmon with salad & mayo
•
•
•
•

Muffins, scones and fruit breads
Leftover rice or pasta dishes.
Couscous salad or pasta salad
Homemade Sushi, rice or corn wafers

Fruit & Vegetables
• Small bananas, apples, oranges and pears
• Easy peel mandarins, grapes, kiwifruit
• Make vegetable or fruit kebabs.
• Vegetable sticks with dip
• Leftover cooked vegetables; roast potato, pumpkin and kumara salad
• Vegetable soup
Dairy Products
• Cheese slices or wedges
• Yoghurt
• Cheese toasties or muffins
Snacks
• Pretzels, popcorn, rice crackers, pikelets, crumpets.
• Small servings of custard or rice pudding.
• Crackers.
Tips for parents
• Try different shapes; triangle, finger or cookie cutter shaped sandwiches.
• Remember leftovers that can be eaten cold or quickly reheated.
• Bake in advance and freeze muffins for the coming week’s lunches.
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WHAT TO BRING
Please bring a school bag for your child containing:
• Disposable nappies if required and barrier creams.
• Extra underwear if toilet training
• Four complete changes of clothes and (Togs and towel summer months).
• A named lunch box containing piece of fruit morning tea, and lunch
• A named drink bottle
• Sunhat during terms 1 and 4
• Warm hat and slippers for terms 2 and 3
• Prescription Medication if any with action plan e.g.; Asthma, Allergies

We look forward to offering your child a stimulating learning environment.
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SETTLING IN POLICY
Each child should feel comfortable, safe and secure in the Centre environment in the
absence of the parent or caregiver. This initial goal is vital and is the foundation upon which
the child will feel comfortable about extending interests and involvement in the Centre
programme.
1.

Each parent is encouraged to visit the Centre before their first day and we
will discuss our settling in procedure with them and assess how easy this will
be.

2.

We encourage parents to bring their children on a few visits before their
child starts to familiarize themselves with the environment.

3.

We encourage the initial visits to be short and to be reasonably quiet times
and allow the child to bring their own familiar toy to assist with this
transition.

4.

During these times, we spend more time with these children than with
others and encourage them to participate and enjoy play, especially with
other children.

5.

If appropriate we will contact the parent by phone during the first few weeks
to re-assure them that their child is doing well. If the child becomes
distressed, we will also make contact with the parent and discuss the matter.
We will persevere with the ‘distressed’ child if the parents wish us to do so.

6.

All children settle eventually; some children take longer than others.
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FEES AND PAYMENTS POLICY
BOND
An administration and bond of $30 is payable on confirmation of enrolment of the child. To
be paid in advance at the time of enrolment. (This is not refunded when your child leaves
Sunny Days) . A wet bag is given to each child when starting and bond has been paid.
FEE PAYMENT
Fees must be paid one week in advance. Fees are required regardless of absences to ensure
your child’s position in the centre. Our preferred method of payment is Automatic Payment
or Internet Banking; and we ask that you pay via this method. This minimizes the amount of
staff time required to process payments. We also accept Eftpos. No cash as we no longer
have a local bank to deposit cash.
BANKING DETAILS
Our Account details for automatic payments are:
ASB Bank

Sunny Days

12 – 3139 – 0011189 – 00
Please include your Child’s name as the reference.

20 HOURS ECE
Sunny Days is happy to offer 20 hours ECE & Subsidised Fees for children aged three,
four and five. A 20 hours ECE Attestation Form must be signed, and conditions apply.
WINZ CHILDCARE SUBSIDY
Work and Income provide a childcare subsidy to help pay for your childcare costs if you
qualify. Full fees are payable until the subsidy is granted. If subsidy stops for any reason,
you will need to pay full fees until it is restarted.
ABSENCES & PUBLIC HOLIDAYS
We are closed for all public holidays. If a public holiday falls on a day that your child would
normally attend, you will be charged as normal, as we do not receive funding from Ministry
of Education for those days. Sick Days, Holidays and all other absences are also charged
as usual fees.
CHRISTMAS CLOSURE
We close for approximately two weeks over the Christmas, New Year period.
There will be no charge during the Christmas break when the centre is closed.
NOTICE
We require two weeks notice or two weeks fees in lieu if your child is finishing.
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SLEEP POLICY
To ensure children’s daily routines of sleep are maintained as to reinforce a sense of well
being and belonging, to ensure that this happens in a manner to support their health and
safety.
To enable us to maintain individual routines for infants and toddlers as required by parents
the sleep room will be monitored in the following manner at all times:

1. The Centre will provide adequate space and facilities, to the satisfaction of The
Secretary of Education, for undisturbed rest for those children.
2. Sleep rooms will be monitored, by checking the room every 10 minutes and
recording it on the sleep chart, with a signature of staff.
3. All children will have exclusive access to their own bed/mattress during the time
that they rest. All bedding will be laundered after use or weekly as necessary.
4. All children’s bedding will be arranged to ensure safe hygiene, safety, and
adequate means of access.
5. All children’s bedding will be stored separately, with a name tag attached.
6. Staff supervising the sleep area will ensure that children in the sleep area are
kept quiet and children who are trying to rest or sleep are not disturbed.
7. No bottles or food are permitted while children are in the sleep room.
8. Children’s sleep times and supervision times are recorded.
9. Cots will be used for younger children, until they are able to get up or it becomes
uncomfortable for them to sleep.
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