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o Welcome

Welcome to the team at Hummingbirds Early Childhood Centre. Our main ethos is
professionalism, mixed with fun and laughter. We have put much thought into the design of
our Centre, the learning resources, the playground and the systems that you will use. We
hope that our planning makes your job easier, gives our children wonderful learning
opportunities but most of all a place where everyone feels welcome and happy.

This induction manual has been put together to communicate our vision for this beautiful
centre, the people who will work in it, the children who will attend it and the parents who will
be part of our journey:

In the following pages you will find the information on:

Our Centre Philosophy and accompanying Action Statement

Our Values of our Company with accompanying Action Statement

Human Relations

Danger of Workplace Gossip

Tone of our Voice

Things to complete and return to the Centre

Please read through and feel free to ask any questions.

Diane and Tony
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Centre Philosophy

We will create a place where everyone feels welcome

to participate in their chil
We will promote a sense of belonging
and acknowledge each chil d’

Highlighting the dual heritage of New Zealand/Aotearoa
throughout our routines and programmes
Our teachers will be professional and approachable
and provide a safe and nurturing environment
We are all on a learning journey and we will review our practice regularly
understanding that learning is a treasure that will follow us everywhere
We will communicate the limits and boundaries of acceptable behaviour
and teach our children to express themselves in a constructive way
We will let curiosity work positively with self help skills
for we believe that self esteem is built when
children know they can
We believe children learn through play
and that play is an essential part of our daily routine
We believe and environment where children can;
touch, look, listen
try out ideas
discover new things and revisit old
will build a foundation for life long learning
but most of all
an environment of joy, fun and laughter
is where we all flourish

Sharing the Journey

L \E 1%
btk Lld YRYm



& Action Response to Philosophy

We will create a place where everyone feels welcome
Children and their caregiver will be greeted when they arrive in the morning and teachers
will take the time to the acknowledget he chi |l d’ s caregiver
Participate in their child’ s | earn
We will authentically observe children and engage in their learning. We will be present with
the children and give them one on one time during the day
Promote a sense of belonging
Children feel comfortable with the routines, customs and regular events
Children are accepted and welcomed regardless of capabilities
Acknowlegement of different family life styles
Acknowl edge each child’”s own cul't
We will do this by talking about different cultures in our programme and by getting
to know the cultures of the children in our room
Dual heritage of New Zealand/Aotearoa

In line with our philosophy and early childhood curriculum Te Whariki, staff are requried to

support tikanga Maori and the use of the Te Reo throughout programmes and routines and
be willing to attend professional development if they are finding this difficult
Teachers will be professional and approachable
Uniforms are to be worn daily and kept clean and tidy
Avoid discussing matters relating to children, families and/or colleagues outside of
professional contexts
Staff to arrive at work in sufficient time to ensure that they are able to begin work at their
designated start time
Smile — it tells people you are approachable
Be an advocate of our Centre
Provide a safe and nurturing environment
Quick reporting of health and safety issues and a quick response by management in
dealing with safety issues
Comfort children when hurt and let them know they are special
Self Review
Commit to self review of our practice ensuring that the complete process to evaluation is
completed
Be willing to undertake professional development both self directed and directed
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Communicate limits and boundaries of acceptable behaviour
Communicate with your team on how unacceptable child behaviour will be treated and what
positive guidance measures will be taken.

Be united and ensure you are all participating in Positive Guidance for indidivudal
children and ensure you are all doing what has been agreed
Acknowledge good behaviour
Undertake the Behavour Management steps through to evaluation
Follow the values of the Company in regard to how teaching and support staff conduct
themselves
Teach our children to express themselves in a constructive way
We will role model good behaviour to children
We will show children how to express themselves to the teaching staff so that they are
heard
Promote self help skills
We will let children participate in daily routines
Play is an important part of our day
We will ensure that children have free play within the routine
Provide an environment where children can touch, look, listen
We will ensure resources are refreshed throughout the day and that provacations are put in
place to promote learning
We will ensure the environment is kept clean and tidy and that everyone participates in
maintaining their room
Discover new things and revisit old
We will create an environment that leads to curiosity and be prepared to revisit prior
learning to enable new learning
Environment of joy, fun and laughter
Management will ensure that staff have the opportunity to get together after hours
in a relaxed environment
We will maintain respect for each other and a good attitude toward our chosen profession
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CORE VALUES

The core values of Hummingbirds Early Childhood Centre are the values from which we aim to
perform our wok and conduct ourselves.

Core values are not descriptions of the work we do or the strategies we employ to accomplish our
mission. The values underlie our work, how we interact with each other, and which strategies we
employ to fulfill our practice of carg and teaching childrenThe core values are the basic

elements of how we go about our workThey are the practices we use (or should be using) every
day in everything we do.

Integrity

We will work honestly and fairly, operating professionally, ethically and taking ownership of

our actions:

To demonstrate our integrity we will:

1 Be honest in all our dealings

1 Set an example in professionalism, character and work ethic

1 Take ownership and responsibility for our actions and our results

1 Demonstrate commitment and persistence in achieving outcomes

1 Be diligent and prudent with company expenditure and resources

1 Nurture the Compaélmelpngstousallput ati on

Leadership

We will demonstrate behaviours, drive and commitment necessary to build Esppen
communication and cebperation.

When we provide leadership we will:

Build shared vision and mutual respect through communication and feedback
Involve each other, working together across boundaries, seeking ideas and sharing
solutions

i Delegate effectively and be supportive and available when required
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% Teamwork

When we demonstrate teamwork we will:

= = =2 = = - -

Commit to always doing our part within the team

Actively listen and take account of different ideas and view points
Support, inspire and encourage othdrsachieve

Be reliable, turn up for work and complete your shift where possible
Keeping confidence entrusted in us

Speak positively and supportively about team members when apart

Recognise your part in the negativity cycle

Dedication

When we give ouprofession our best we give it dedication

When we work with dedication we:

| Serve our children and their parents and delight them with the quality we deliver

1 Display openness and curiosity to learn from anyone, anywhere

| We are happy to help when necessandabffer with an open heart

q 7A xEI 1 AOCE &I O EAI P xEAT xA AT160 ETT x
Excellence

Excellence is not an act but a habit

When we favour the disposition of Excellence, we:

1
1
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Focus on finding solutis@nd achieving results, rather than making excuses and placing
blame

Deal with people and issues directly and avoid hidden agenda
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% Respect

A page has been dedicated to this value because without regabet Centre will not operate in
harmony.

When wework with respect in our lives it gives us a positive feeling of esteem for a person or other
entity (property, culture, religion). Respect covers a wide area but here we can sithidify
thought and actioninto four categories:

)l

RespectforeacH OEAO AT A A A Kfhe gliadds thaOné @spe@tarh x O
from person to person. Generally we respect people who have more experience and are

more accomplished than ourselves. But there is also a basic level of respect that most people
will agree is a right and does not need to be earned.

2AOPAAO OETOIA 1T1T 06 AA AT 1 EFOOAA xEOE O11 AOAIl
OOAT OAET AGETT O1T 1T1TA80 EAAAO AOGO EO AT AO 12
agree to disagreeWhen we operat with respect we will often have to meet on common

ground and operate with multiple perspectives. As teachers this is the foundation of our
practice.

Respect for our childrery as a teacher we respect each child as a unique individual who
is competent, capable and rich in resources. By providing an environment that respects
children and their families, children will learn and understand what respect means and this
will translateinto respect for their teachers, their friends and the resources they enjoy during
the day.

Respect for our environment Someone will use the space after ya@spectthem by
tidying up what you have createddummingbirds has invested heavily into mscesand
environment- respectthe owners by taking care of Centre propertRespectour children

by accounting for resource itenggit is not an educational resource when pieces are missing.

Respect for our own self respectfor others and selfespect are deeply connected. It is
AEEZEAOI Oh EZ£ 110 Ei b1 OOEAT Ah QVhatewdk @B AAO 1 O
believe to e respect, apply it to yoursetfbe honest with yourself and develop your own

opinions.

A person with sesfOAOPDAAO AT AOT 80 Al 11T x T OEAOO O1 OOA
associate with someone who is disrespectful. This might seem obvious but there are many
OEIi A0 xEAT xA AAAADPO AAET ¢ OOAAOGAA AAAT U A}
better,i O AAAAOOA xA OEETE xA AT160 AAOAOOA AT L
that person go.We are the only ones that can teah other people how to treat us.
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Human Relations

What is one of the most frustrating situations in our personal and professional lives? What
experience can lead us into days of anger and despair at home and at work? What is the
one area that seems most difficult to address and resolve?

It is our relationship with others. The behaviours and attitudes of others can confound us.
We may spend hours thinking about and discussing with others the motives of those around
us who seem to think and behave in ways that make no sense to us.

As we attempt to understand them, it is tempting to give up and emotionally retreat in an
effort to reduce the level of frustration that we feel. While this provides temporary relief, it is
not the answer.

What can we do to change others? The simple but complex answeris—we can’ t .
But when WE change, we may well see the desired change in others. In other words, we
must become the change that we wish to see. We must work on improving our human
relations behavioural skils

A brief course in human relations

The SIX most important words:
“1 admi t | made a mistake”

The FIVE most important words
“You did a good job”

The FOUR most important words
“What is your opinion”

The THREE most important words
“1f you please”

The TWO most important words
“Thank you”

The ONE most important word
1] We ”

The LEAST important word

. \E 1%
uldale  ld YRYm




% =5
s The Danger of Workplace Gossip

It seems so harmless. The little chit chat at the water cooler about so and so. The debate over
OT T ATTA80 OAI AOET 1 OEEDP xEOE OI i1 AT T A Al OA8 4EA
gossip? How can you tell thefi@érence? And who cares?

There is a very big difference, and it is an important one, because gossip run amok can be
dangerous and destructive in a workpladéirst, while light conversation can be value neutral,
gossip is often negative, inflammatory aminbarrassing to the person being spoken of. So how
does one tell the difference between idle chatter or gossip? Here is a test: Consider the impact of
what is being saidDoes it cast negative aspersion&ives it create riftsDoes it exult in the
misfortune of others?Does it have a negative emotional charge? Does it serve to perpetuate
conflict or negativity? Is it hurtful or damaging? Is it something you would say in front of that
person?

Technically, any sharing of triviat unsubstantiated information can be considered gossip. But

you have to consider the sentiment. For example, if it were rumored thatawader is being

promoted, and you discuss it with a-eworker, is that gossip? If the discussion is hurtful or

damagi C 1O T ACAOEOAR OEAT UAOR EO EO Ci O0EDP8 " O
with negativity and without good will, then it is gossip.

Why gossip hurts

Gossip can have many adverse side effects on an organisation. It can incoedlss and decrease
morale. It results in strained relationships. Gossip breaks down the trust level within the group,
which results in employees secomiessing each other and ultimately running to the supervisor to
clarify the directions or instruction®r to settle the differences that will arise. Gossip is the death

of teamwork as the group breaks up into cliques and employees start refusing to work with others.

Breaking the gossip cycle

, AOBO OAU UT O AOA 110 A CWODELADOI9ITAO GEN ®I1AA
AAAT OAOCEO O1T AA A OAAI bDPI AUAO OECEOesa 00 EA
listener, you are a coarrator to the gossip. In other words, the act of active listening actually

supports and promotes goBIET C8 4EA 11T OA Ui O 1 EOGOAT h OEA 11
listen, the gossip has nowhere to go. Think about the last time you told a story to someone who

was clearly not interested. The story probably withered on the vine.
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1 Be busy. Gossipmongers want attention. If you're preoccupied with your work, you can't be
available to listen to their latest story.
T $1160 PAOOEAEDAOAS 7AI E AxAU £0iIi OEA 001 O

in listening. If someone passes a juicy story on to you, don't pass it any further. Take
personal responsibility to act with integrity.

1 Turn it around by saying something positive. It isn't nearly as much fun to spread negative
news if it's spoiled by a complentary phrase about the person being attacked

1 Avoid the gossiper. If you notice one person who consistently makes trouble, take the
necessary actions to have as little interaction with that person as possible. Avoid him/her.

1 Keep your private life privatdon't trust personal information with coworkers. Remember,
if they are gossiping about others, they will gossip about you, too. Don't give them
ammunition.

1 Choose your friends wisely at work. You spend a good deal of time at work so it's natural for

friendships to develop. Share information sparingly until you are sure that you have built up
a level of trust. Also, close association with gossipers will give the perception that you are a

gossiper.

1 Be direct. If you confront the gossiper and confidently teth or her that such behaviour is
making it uncomfortable for you and other coworkers, it's likely to stop.

1 Don't be afraid to go to a superior. Gossiping wastes a lot of company time and hurts

morale. A company interested in a healthy work environment walue the opportunity to
correct this type of situation.

1 If you are the target of gossip you have two choices. You can confront the source or make a
public statement. Thankfully, gossip has a very short life span. Sometimes, the best thing
to do is letit run its (hopefully) short course. Creating a stink sometimes causes more
drama than just letting it go

What we can do

O" A&l OA ) OADPAAO A OO0T OU AAT OO 1T OEAOOK ) xEII

the answeris"no"toarly £# OEAOA NOAOOEI T Oh ) x11T° 0 OAPAAO
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s Tone of our Voice

Have you ever been surprised by someone's response to a remark that you have hadeyou

ever been hurt or offended by a comment uttered by avearker, friend, or family member® so,
was it the words of the offender or the tone of voice that stung ydiife following poem reminds
us that often the manner in which our words are delivered can entirely change our meaning.

The Tone of the Voice

It's not so much what you say,
as the mannem which you say it;
It's not so much the language you use,
as the tone in which you convey it.

"Come here", | sharply said,
And the child cowered and wept.
"Come here", | said, he looked and smiled,
And straight to my lap he crept.

Words may be mdl and fair,
But the tone may pierce like a dart;
Words may be soft as the summer air,
But the tone may break my heart;

For words come from the mind
Grow by study and art,
But tone leaps from the inner self,
Revealing the state of heart.

Whetheryou know it or not,
Whether you mean or care,
Gentleness, kindness, love and hate,
Envy, anger are there.

Then, would you quarrels aveid
And peace and love rejoice?
Keep anger not only out of your words,

Keep it out of your voice.

Commitment: "l will choose my tone of voice carefully lest the meaning of my message is
misconstrued.”
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s Uniform

You will be provided with a branded uniform kit which is required to be worn daily. It is to
be kept in a clean and tidy condition at all times. Name badges are to be worn.

Sky blue long sleeve tee

Sky blue short sleeve tee
Black long pants

Black knee length pants

Sun hat

Two way zipper jersey

You may choose two tops, two pants, one jersey and one sunhat. If you require additional
items you can purchcase these via reception at cost price to the Centre. This is to be paid
for by Cash or Eftpos and cannot be deducted from wages.




Things to Complete

Please go through this checklist and ensure that all items have been completed and
returned to management.

Tax code declaration

Employment application form

Signed employment agreement

Completed Police Clearance (unqualified teachers
and support staff only)

Kiwisaver form

Medical Release

Copy of teaching qualification signed by a JP
(qualified/registered staff)

Copy of teacher registration card (registered teacher
staff)

Employment details form (copy attached)

Copy of first aid certificate (for teaching staff only)

Copy of Food Safety Certicate (for food handling staff
only)
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Please complete, remove and give to the Centre Manager

Personal Details

Name

Address

Telephone

Mobile

Email

Name

Next of Kin

Relationship

Address

Telephone

Mobile

Bank Account

Bank/Tax Details

Attach Bank Deposit Slip

IRD Number

Tax Code

Kiwisaver

Quialifications

Opt Out

New

Existing

Holiday

First Aid Cert Yes No
If Yes, Expiry Date
Qualified ECE Yes No
If yes, Date
Qualified
Registered Yes No
Registration No. Expiry
Registration Status | Provisional
Full
Subject to Confirmation
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