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Tukuna o tātou wairua kia pūremu, kia whiwhi uri wairua tātou.  

Tūhonohonotia o tātou tikanga’

Nanny Frances, 1982

TŪTOHINGA CHECKLIST

Documentation required prior to the Charter certification of Te Kōhanga Reo

Te Kōhanga Reo Charter to Te Kōhanga Reo National Trust Board

PLEASE TICK EACH ITEM AS COMPLETED                                                              

 Tick
	
	
	Kōrero
	Tuhinga  

	1
	Whānau discussion of who contributed to the development of this document
	
	

	2
	Talk about the history/foundations of your Te Kōhanga Reo (include photographs if possible)
	
	

	3
	Whānau discussion of Te Kōhanga Reo Kaupapa (Ngā Pou e wha)
	
	

	4
	Whānau discussion on the guiding principles for your Te Kōhanga Reo
	
	

	5
	Whānau discussion on the achievable goals for your Te Kōhanga Reo
	
	

	6
	Whānau discussion on the objectives to help achieve your goals
	
	

	7
	Whānau discussion on what they will do to ensure they fulfil the kaupapa of Te Kōhanga Reo with the support from your purapura, hapū, iwi and Te Kōhanga Reo National Trust Board.
	
	

	8
	Whānau discussion of human resources and material resources to further support and access whānau to achieving their goals
	
	

	9
	Talk about how whānau can manage / or support whānau hui
	
	

	10
	Talk about support for new whānau who want to know about Te Kōhanga Reo
	
	

	11
	Talk about how whānau can manage / or support good behaviour for mokopuna 
	
	

	12
	Whānau talk about the enjoyment of watching mokopuna have fun. 
	
	

	13
	Whānau talk about protection of mokopuna, processes for prevention including provision for identification, reporting, and information about the practices to keep mokopuna safe from abuse and neglect; and how we will respond and report.
	
	

	13.1
	Whānau understand current legislation of Mokopuna Protection policies of the ‘Children’s Act’ 
	
	

	14
	Whānau talk about how we watch out for our proud mokopuna and why No Smoking, Healthy Eating and Keeping Active is important for Mokopuna and Whānau
	
	

	15
	Whānau talk about Mokopuna Oranga Pūmau policy of the movement 
	
	


	16
	Whānau talk about Insurance policy of the movement. 

(General, contents, public liability, Insurance)
	Kōrero
	Tuhinga  

	17
	Whānau talk about safety procedures for vehicles
	
	

	18
	Whānau talk about safety procedures for playgrounds
	
	

	19
	Whānau talk about safety procedures for picking up Mokopuna
	
	

	20
	Whānau talk about safety procedures for trips away from Te Kōhanga Reo
	
	


	21
	Whānau talk about safety procedures for health
	Kōrero
	Tuhinga  

	22
	Whānau talk about safety procedures for medications
	
	

	23
	Whānau talk about safety procedures for vehicles
	
	

	24
	Whānau talk about employment procedures and contracts 
	
	

	24.1
	Whānau talk about Induction procedures for all prospective employees
	
	

	24.2
	Whānau talk about ‘Safety Checking’ of all core and non-core workers
	
	

	24.3
	Whānau talk about Police Vetting processes and procedures
	
	

	25
	Whānau talk about mokopuna sleeping policy
	
	

	26
	Whānau talk about procedures for complaints
	
	


Whānau are responsible for the management of their Kōhanga Reo and should agree on the forms they require in their Kōhanga Reo with sample copies in their Tūtohinga so ALL whānau can read and review them regularly.  

Please put copies of the following forms in your Tūtohinga – Charter Document:

	1
	Enrolment procedures and enrolment forms with relevant information 
	

	2
	Authority to pick-up mokopuna
	

	3
	Authority to go on trips out of Te Kōhanga Reo
	

	4
	Authority to give medications
	

	5
	Administration form with whānau details i.e. (addresses, contact numbers)
	

	6
	Authority to drive Te Kōhanga Reo vehicles
	

	7
	Whānau / Kaimahi rosters, timetables of work
	

	8
	Pänui of whānau hui dates, times, venue, agenda
	


Whānau can put copies of the following on display as well as putting samples in the Tūtohinga:

	1
	Programmes for mokopuna – weekly, monthly, term, annual plan
	

	2
	Menu or light refreshments plan for mokopuna – weekly, monthly term, annual plan
	


Te Kōhanga Reo National Trust requires some key details from the whānau before approving the Tūtohinga.  

These are:

	1
	Correct name of the Te Kōhanga Reo 
	

	2
	Address both physical and postal of Te Kōhanga Reo (or interim address that Kōhanga Reo will operate from until building is acquired)
	

	3
	Phone Number (if no physical address yet, the nominated contact persons number)
	

	4
	Bank Account Number (Te Kōhanga Reo National Trust recommends ANZ Bank as a provider) 0800 269 296
	

	5
	Nominated whānau signatories to the bank account (normally 3)
	

	6
	IRD Number
	

	7
	Mokopuna Details (Full Name and birthdates to set up Maramataka)
	

	8
	Staff Details (Names and qualifications if any)
	

	9
	Position holders (i.e., Licensee, Chairperson, Treasurer, Secretary)
	

	10
	Nominated Kōhanga Administrator or whānau member to complete Märamataka online.
	

	11
	Datacom NetPay application
	

	12
	XERO accounting programme application 
	


Te reo, he taonga, te mokopuna, he tino taonga

NOTE:

1. This document is an evolving document and will be added to or amended through the years by each practising Te Kōhanga Reo whānau.


Please maintain your Tūtohinga well for your mokopuna, a valuable history of your whānau, hapū, iwi.

2. Completed Tūtohinga Checklist: This document can.
a) 
Take up to 18months to complete.


The importance is that your whānau are Chartered to the Te Kōhanga Reo National Trust in support the Kaupapa of Te Kōhanga Reo.

b) 
From time to time the Te Kōhanga Reo National Trust will check with your whānau that you are still fulfilling the requirements of your Tūtohinga or help you amend your document to meet new whānau circumstances.

c) 
Keep your Charter document up to date as Legislations Laws & Acts are regularly updated too.

Our whānau has completed all areas of the checklist. 

	Signed:
	
	
	

	
	Te Kōhanga Reo Chairman
	
	Date

	Signed:
	
	
	

	
	District Kaupapa Kaimahi
	
	Date

	Signed:
	
	
	

	
	Te Kōhanga Reo National Trust Kaupapa Kaimahi
	
	Date


IF CHARTER REVIEWED / UPDATED THE LAST ISSUE DATE WAS 
/
/

	Tūtohinga Issued:
	
	
	

	
	Date
	
	

	Issued by:
	
	
	

	
	Designation
	
	Signature


The District Kaimahi will forward the signed checklist to the Trust head office for approval and issuing of a new Te Kōhanga Reo unique ID number.

NB: Whānau may want to think about sending an electronic copy of their Charter to the Trust to be filed if the original is misplaced.

The issuing of a new Te Kōhanga Reo unique ID number means the kohanga is officially chartered to the Trust, the Tohu (Certificate) is printed, signed by the Patron and Chairman of the Board, and forwarded to the local District office kaimahi who will in turn deliver to the Kōhanga whānau.

A copy of the Tūtohinga/Charter of the new Kōhanga Reo is also presented to the Trust Board at its next scheduled meeting.

The whänau are now chartered to Te Kōhanga Reo National Trust and can choose to either be:

(i) Voluntary – Köhanga Reo status (V)

· The whänau are committed to the kaupapa of Köhanga Reo

· The whänau do not receive funding from Government

· The whänau may choose to license later
(ii) Exempt from Licensing – Köhanga Reo Status (E)

· The whänau are committed to the kaupapa of Köhanga Reo

· The whänau plan and work towards developing their premises.

· The whānau plan and work on developing a more intensive program for mokopuna

· The whänau can access funding from the Government.

· The whänau continue working towards meeting licensing requirements

Whānau who choose to work towards licensing should now refer to the document “Guidelines – Licensing a Kōhanga Reo”.

