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Te Kōhanga Reo o Ngaio 

Puka Mātua (Parent Handbook) 
 

Nau mai haere mai e ngā matawaka o te motu.  E mihi ana ki tēnā, ki tēnā o koutou e whakauru nei i āu 

tamariki/tāu tamaiti i raro i te kaupapa o Te Kōhanga Reo, i raro hoki i te whakaruruhau o Te Whānau 

Whānui o Te Kōhanga Reo o Ngaio. Nā kōnei a mihi ka rere.  Tēnā koutou.  

Welcome to Te Kōhanga Reo o Ngaio. We want to acknowledge your decision to enrol your 

tamaiti/tamariki with us, and your commitment to the kaupapa of Kōhanga Reo.  This parent handbook 

outlines the relevant information and processes and procedures that you will need to know as you join 

the whānau.  It contains information on the following areas: 

 Background  

 Whānau participation 

 Curriculum 

 Hours, fees and payment  

 Induction  

 Daily processes 

 Health and safety  

 Celebrations 

 

BACKGROUND 

KŌHANGA REO 

"I roto i ngā tikanga, i roto i te puna aroha" 

Kōhanga Reo is a Māori development initiative, aimed at maintaining and strengthening Māori language 

and philosophies within a cultural framework.  Te Kōhanga Reo is a total immersion Te Reo Māori 

programme for mokopuna (young children) from birth to six years of age.  The operation and decision 

making of each Kōhanga Reo is the responsibility of the whole whānau (all attending families), within 

the guidelines set down by Te Kōhanga Reo National Trust Board.  

TE KOROWAI 

Te Korowai (the cloak that warms) is the document that acts as the understanding between Te Kōhanga 

Reo National Trust Board and the Ministry of Education.  It provides guidelines for Kohanga Reo to help 

with decision making and is underpinned by four principles (pou): 

 total immersion in te reo Māori in te kōhanga reo daily operations 

 whānau decision-making, management and responsibilities 

 accountability 

 the health and well-being of the mokopuna and the whānau 
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CURRICULUM  

TE WHĀRIKI 

Te Whāriki is the early childhood curriculum, which includes a separate Māori document Te Whāriki a te 

Kohanga Reo, which outlines learning outcomes for Kōhanga Reo.  Te Whāriki is founded on 4 principles: 

 Whakamana (empowerment)  

 Kotahitanga (holistic development)  

 Whānau Tangata (family and community)  

 Ngā Hononga (relationships) 

The 4 principles are interwoven with the 5 curriculum strands and 4 dimensions of human development 

to form the curriculum whāriki (woven mat).  For further details go to the Ministry of Education website.   
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WHĀNAU PARTICIPATION 

The structure and kaupapa of Kōhanga Reo requires that all whānau play an active role in the running of 

their kōhanga.   At Te Kohanga Reo o Ngaio, this involves being an active member of an ohu (committee) 

and attending monthly whānau hui (see below).  There will also be other events throughout the year 

that whānau are encouraged to attend to support the kōhanga. 

WHĀNAU HUI 

Whānau hui are held monthly, on the second Wednesday of each month.  Each whānau must have at 

least one representative at every whānau hui.  Any apologies must be made to the secretary in advance 

of each hui. 3 unexplained absences in one year will require follow up from the Chair Person, and 

ultimately may impact your tamaiti’s place at kōhanga.  At the whānau hui, Ohu reports or updates are 

presented and general business is discussed.  The Kaiako (head teacher) and Kaiwhakahaere 

(administrator) also both provide monthly reports on the curriculum planning and daily operations.  The 

Annual General Meeting is held once per year, usually at the April Whānau hui.  The Chair Person and 

Treasurer will present annual reports at the meeting, and the executive roles are voted on (Chair Person, 

Treasurer, Secretary).  

OHU MEMBERSHIP 

Upon enrolment, each parent/guardian elects which Ohu (committee) they would like to join, based on 

their interests, skills, experience, and on ohu vacancies/need.  Each ohu (except Ohu Kaihautu – the 

Executive Committee) must have an Ohu Lead and at least one other member.  It is the job of the lead 

to ensure the ohu carries out all its jobs and responsibilities, and to report actions and updates back to 

monthly whānau hui.  The current ohu are:     

Ohu Kaimahi (Staffing Committee)   

Ensure the kōhanga is adequately and appropriately staffed, that our obligations as an employer are 

being met and that our kaimahi are being supported. 

Ohu Putea (Treasury)  

Ensure the Kohanga meets financial obligations to the whānau, to Inland Revenue and the National 

Trust.  The Treasurer (Kaiputea) is the lead of this ohu. 

Ohu Takuhe (Grants & Applications Committee) 

To identify and apply for community grants to fund initiatives and projects to enhance the wellbeing the 

of the tamariki.  

Ohu Whare (Maintenance Committee) 

Ensure the Kōhanga has a physical environment that is safe for all and enables the best 

teaching, learning and development outcomes.  General monthly cleaning of the Kōhanga.  

However all whānau help at regular working bees to maintain the whare and grounds. 
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Ohu Whakawhanaunga (Social and Fundraising Committee) 

Ensure a strong sense of whakawhanaungatanga and manaakitanga is upheld.  Arrange whānau events 

that provide opportunities for whānau to spend time together, growing strong as a whānau.  These will 

also include fundraising events. 

Ohu Tikanga (Language and Protocols) 

Ensure the Kohanga is a supportive, nurturing and safe environment that encourages all members of 

Kōhanga whānau to use and learn Te Reo Māori me ona tikanga. 

Ohu Tūtohinga (Policy Committee) 

Ensure the Kōhanga has clear systems, structures and processes to support good decision making about 

Kōhanga management and governance. 

Ohu Whakaurutanga (Enrolments Committee) 

This ohu work closely with the head kaiako and the administrator to support the enrolment process. 

This includes meeting with potential new whānau, and to support new whānau to understand the role 

of parents at kōhanga, and tautoko them at their first whānau hui.  The administrator (will always be a 

member of this ohu. 

Ohu Kaihautu (Executive Committee) 

The Exec is made up of all the Ohu Leads, as well as the Chair Person, Treasurer and Secretary.  The role 

of the Exec is to support the Chair Person and the Head Teacher in the running of the kōhanga.  The Exec 

will have an oversight of the running of the kōhanga, including all major decisions and any issues.  A 

major role of the Exec is to meet regularly to draw on the information and feedback from each ohu, in 

order to summarise and make recommendations to the wider whānau. 

 USE OF TE REO MĀORI  

Te Kōhanga Reo o Ngaio is a full-immersion Te Reo Maori environment.  Kaimahi (staff) will always use 

Te Reo Māori in their interactions with tamariki.  Parents/guardians are encouraged to kōrero Māori 

when engaging with tamariki in the kōhanga.  Kōhanga is a supportive learning environment, and 

whānau are encouraged to use whatever reo they have to extend their knowledge and confidence. 

Whānau are welcome to have discussions in English in the tari (office) with staff.   

Monthly whānau hui are opened with a karakia and mihimihi (greetings/acknowledgements) in Māori, 

however the general business is conducted in English, and minutes provided in English, to ensure full 

understanding of the whole whānau. 
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HOURS, FEES & PAYMENT INFORMATION 

KŌHANGA HOURS  

The opening hours of the Kōhanga are 8.00am-5.00pm Monday to Friday.  Minimum enrolled hours are 

30 hours per week (9am-3pm Mon to Fri).  There is no allowance for a tamaiti to attend less than 5-days 

a week or less than 6-hours per day.  Please indicate on your enrolment form what hours you are 

enrolling your tamaiti for.  If you need to change the hours your tamaiti is enrolled for, please inform the 

head teacher and administrator as soon as possible, as this may impact staffing ratios, and your monthly 

invoice will need to be amended. 

STATUTORY HOLIDAYS / TERM BREAKS  

Te Kōhanga Reo o Ngaio continues to run over the school holidays, therefore fees continue to apply, 

irrespective of whether you intend for your tamaiti to attend kōhanga.  Over the Christmas period 

kōhanga closes for approximately 2 weeks to enable kaimahi to take leave at the same time.  The exact 

dates will be agreed each year by kaimahi and Ohu Kaimahi, and whānau will be advised in advance. 

Kohanga is closed on all Public Holidays, and fees still apply.  Occasional Kaiako-only days will be 

scheduled for Kaiako professional development, these days will be advised in advance by the Kaiako 

Matua (head teacher) with sufficient time to allow mātua to arrange appropriate care for their tamaiti. 

FEES AND PAYMENT  

Fees MUST be paid by automatic payment directly into the Te Kōhanga Reo o Ngaio bank account, in 

advance either weekly or fortnightly.  Ngaio Te Kōhanga Reo Trust:  38 9012 0819137 00.  The first 

payment must be made prior to your tamaiti’s start date. The full fee must be paid for the full 52 weeks 

of the year, irrespective of whether your tamaiti attends or not.   

The Government’s 20 hours Early Childhood Education (ECE) scheme is available to all three, four and 

five-year-old tamariki who are enrolled and attending the kōhanga.  Please note that an attestation form 

must be filled out and signed upon enrolment if your child is 3 or older, or upon their 3rd birthday.  

For whānau with than one tamaiti at kōhanga, they will receive a 10% discount on the youngest tamaiti.  

If you have any queries regarding payment please speak to the administrator. To find out if your whānau 

are entitled to financial support for childcare please contact WINZ directly.   Whānau must contact the 

Treasurer or Administrator immediately if they are unable to pay their fees. 

No. Hours enrolled Fee for 0-5 year olds 
(not inclusive of 20 hrs ECE) 

Fee For 3-5 year olds 
receiving 20 hours free ECE 

Minimum 30 hours (9am – 3pm)  $130 $61 

Average 35 hours (8am-3pm or 9am-4pm) $150 $81 

Average 40 hours (8am-4pm or 9am-5pm) $170 $111 

Maximum 45 hours (8am – 5pm) $190 $121 

These fees are GST inclusive.  
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INDUCTION 
Prior to your tamaiti starting at kōhanga, you and your whānau will be invited to a whānau hui to meet 

the whānau (parents and some staff).  A member of Ohu Whakaurutanga (Enrolments Committee) will 

contact you to discuss the whakawhanaungatanga process, and support you on the evening of your first 

whānau hui.  They, or another allocated whānau member will be your ‘kaitautoko mātua’ (parent 

buddy) to support you with any questions about parent involvement etc.  If you already know someone 

at the kōhanga, you are welcome to have them support you instead. 

Contact the head Kaiako to arrange a time to meet to discuss and plan the induction process for your 

tamaiti.   We recommend that new tamaiti come in with a parent or caregiver for a few hours each day 

over a course of 1-4 weeks prior to their start date.  It’s a good idea to come at different times on 

different days to get a sense of how a whole day runs.  Parents should arrange with kaimahi an 

appropriate time to leave for a period.   A kaimahi will be designated to tautoko new whānau through 

the induction process, including the allocation of a cubby-hole, pointing you to the attendance register 

etc, and helping your tamaiti to settle at their first day at Kōhanga Reo. 

 

DAILY PROCESSES 

GROUPS 

Parts of the day are spent together as a whole kohanga and parts in smaller rōpū (groups).  There are 

four tamariki rōpū, with one kaiako in charge of each.  The rōpū are organised by age however they are 

flexible to allow for changes as necessary, based on the needs of tamariki and to allow for appropriate 

staff-child ratios.  When your tamaiti begins their induction at kohanga the head kaiako will inform you 

which rōpū your tamaiti will start in.  As your tamaiti gets older that will move through the rōpū.  You 

will be informed in advance of this happening 

WHAT TO PACK EACH DAY  

 At least two changes of clothes.  Please ensure that the clothing supplied is suitable to the weather 

conditions, and that all clothes are named.   

 Sun hat, and warm hat and jacket in colder months (all named) 

 Nappies and cream if applicable, or spare underwear 

 A lunch box with enough food for the day, and a drink bottle of water (both clearly named) 

 Bottle of milk/formula powder if applicable 

 Any medication your child may require (give to head teacher and complete medication book) 

Please note: Please do not allow your tamaiti to bring their own toys from home (other than a special 

item for sleep/rest time) as these can get lost or damaged and cause upset. 
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ATTENDANCE REGISTER 

There is an attendance register/roll that MUST be filled in daily when you drop off and collect your 

tamaiti/tamariki.  The attendance register is on a clipboard near the front entrance.  Changes to your 

tamaiti’s enrolled hours must be discussed with a member of the administrator/enrolment ohu and the 

Head Kaiako in advance.  At the end of each month there will also be a maramataka of attendance to 

check and sign, as per requirements of Te Kōhanga Reo Trust. 

PICK UPS & DROP OFFS 

Please clearly state on your enrolment form who can collect your tamaiti from kōhanga, including any 

prohibited people.  Please note: this needs to be someone over the age of 16.  Please write in the diary 

(beside attendance register) any arrangements which differ from the usual drop off/pick up plans for 

your tamaiti, e.g. earlier pick up, late start, new person picking them up. 

Tamariki must be collected at or prior to the pick-up time you have specified on your enrolment form, as 

Kaiako hours are arranged around the ratios needed at certain times of the day.  If you are running late 

for an unforeseeable reason, please phone the kōhanga to inform staff.   

Please note:  Tamariki cannot be dropped before 8am, and must be picked up by 5pm.  Karakia is at 

9:15am; please ensure your tamaiti is at kōhanga before this time.  If you are running late, please wait 

until after karakia, or enter around the back to prevent disruption during karakia time. 

KAI 

Healthy food must provide healthy food for their tamaiti/tamariki each day. Please make sure your 

tamaiti/tamariki has enough food to last for the day.  Please clearly name their lunch box and drink 

bottle. 

 Please also provide one piece of additional fruit per week: the tamariki eat a shared kai of fruit 

each day at morning tea before they eat their own morning tea from their lunch boxes.  

 We promote recycling and caring for Papatūānuku and therefore encourage whānau to consider 

using alternatives to plastic cling wrap, such as paper wrap/bags and re-usable containers (named).   

 Every Monday is noodle day, if you would like your child to have noodles, please provide a packet in 

their pouaka kai (lunch box).    

 Each whānau are also asked to make a monthly contribution of a can of fruit and a packet of plain 

biscuits or crackers. 

 Please note: the Kōhanga has a nut-free policy – no nuts are to be brought into the kōhanga by 

staff, whānau or tamariki.  This includes peanut butter and other nut spreads including Nutella.  

Also be mindful of the ingredients in muesli bars and baked goods. 
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SLEEP 

If your tamaiti has a sleep in the day, they will be allocated a cot in the rūma moe (sleeping room).  

Discuss your child’s sleep needs with the head Kaiako during the transition visits.  Please provide a 

named blanket and any soft toy/sleep aid that they require.  A sleep chart is completed and signed by 

kaimahi each day, monitoring individual sleep patterns of the tamariki.  This hangs in the rūma moe for 

whānau to check as required. 

NAPPIES & TOILETING 

If your tamaiti is in nappies, please ensure that you provide sufficient nappies and named wipes and 

creams for each day (we have room if you would like to supply bulk).  Your tamaiti will be assigned a 

cubby hole in the nappy changing area for you to put these items.  For children out of nappies or 

learning to use the wharepaku, please ensure you provide plenty of spare underwear and clothes. A 

wharepaku/toileting chart is completed and signed by kaimahi each day to record nappy changes and to 

foster positive toileting skills.  The chart is kept beside the baby changing station, and whānau can check 

it as required.  

 

HEALTH & SAFETY 

EMERGENCY PACKS 

Upon starting at kōhanga, all whānau must provide their tamaiti with a Pēke Ohorere (Emergency Pack) 

to be kept at kōhanga.  It is the responsibility of each whānau to ensure the pack is updated when food 

expires and clothing becomes too small.   

In a waterproof bag with your child’s name and ‘Pēke Ohorere’ on it, please provide the following:  

 Warm change of clothes - plus a waterproof coat and hat to suit time of year (all named) 

 Nappies and wipes if applicable   

 Sturdy shoes and at least one pair of socks 

 A warm blanket  

 Something small that might help comfort them (e.g. an old toy, dummy if they have one) 

 A list of emergency contacts/addresses, including one outside wellington, and a family photo 

 Any essential medicines, with instructions (unless already stored elsewhere at kōhanga) 

ILLNESS 

If your tamaiti is unwell, please do not bring them to kōhanga.  Phone the kōhanga between 8 and 9am 

to advise kaiako that your tamaiti will be away for the day.  If your child becomes unwell during the day 

you will be contacted to come and collect them.  If your child requires medication for an illness 

(excluding any long term medical issues already stated on your enrolment form), please ensure you 

speak to the head Kaiako, and put the medication in the kitchen and fill in the instructions in the 
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medication book.  If there is an infectious disease identified at kōhanga, an email will be sent out as 

soon as possible to inform all whānau. 

ALLERGIES 

Clearly outline and ongoing medical needs or allergies on your enrolment form, and ensure you have 

also discussed this with the head Kaiako.  Please ensure you provide full instructions for staff about your 

tamaiti’s needs including any medication that may be required, and ensure this is updated with any 

changes throughout their time at kōhanga.  Please note that the Kōhanga has a nut-free policy – no nuts 

or products containing nuts are to be brought into the kōhanga.   

EXCURSIONS/HAERENGA 

The kaimahi plan various outings each year.  An excursion permission form will be provided in advance 
of each trip, and placed by the sign in sheet, for parents to read and sign their permission. Whānau help 
will be requested for some of these, to support with transport and supervision. 

 

CELEBRATIONS 

BIRTHDAYS 

It is up to each individual whānau if or how they would like the birthday of their tamaiti celebrated at 

kōhanga.  Whānau are welcome to come and share part of the day, or bring in a cake or other special kai 

if they wish.  Please discuss this in advance with the head Kaiako, so staff can be prepared. 

PŌWHIRI & POROPOROAKI 

We want to ensure that when your whānau join the kōhanga, and then when you move on, that this is 

appropriately celebrated and acknowledged.  Please discuss your individual whānau wishes with the 

head Kaiako and/or a member of Ohu Tikanga. 


