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Checklist
Protective, active, mental and physical attention and care is is an obligation for all staff within Kidzshout youth club   
and continues until the parent/caregiver collects the child.
Discipline towards children will be in a verbal manner only.  Staff at Kidzshout youth club will 
never use physical contact to discipline a child.  In the result of physical abuse on any 
child enrolled at Kidzshout youth club, this will be treated as serious misconduct and appropriate action 
will be taken.  Training will be provided as part of the induction process - see staff policy.  Training and support is in 
conjunction with the MOSD/OSCN (Out Of School Network) and CYFS, Child Youth and Family/Family Matters.
All Kidzshout youth club staff will engage in activities/projects set by the management, daily/weekly/term related.  It is 
the responsibility of the staff to relay the ‘project’ information/requirements of the children in a positive manner and 
actively encourage the children’s involvement, idea’s and abilities toward’s the project planning. Kidzshout youth club   
is a ‘part-child’ led club/program, so attention to the input by each individual is imperative to the success of the ‘club’ 
and the ‘out-put’ of it’s projects.

kidzshout Ltd. - DUTY OF CARE PROCEDURES
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Checklist
Behavior Guidance and Control: Every child will be given “guidance and control”. The dictionary definition of “guidance‟ 
is “to show the way‟ and implies a goal to be reached.  Control may be used in specific and urgent situations, e.g. to stop a 
young child running onto the road or to prevent a child hurting her or himself or another child. 

The Mission Statement for Kidzshout youth club: Revolves wholly around the ability our children have to communicate 
effectively, artistically, when managed in a fun, free, guided and supportive environment.  From this, the learning process, 
will focus on individual, team, initiated projects whilst ensure their safety and well-being, will not to promote conformity at 
the expense of “understanding” nor promote “leadership”.  

Behavior Respect and Dignity: 
The inherent influence of cultural and family practices for child behavior is paramount to the ‘outcome’ of a child’s behavior, 
the “do as I say, and not as I do” is still too apparent in the general raising of children today and conflict’s with the rapid 
development of the way our children view ‘their world’; Key learning practices and influences out-with the home, schooling, 
peers, technology developments & media, emerging cultures and attitudes are some of the key learning indicators and 
influences.  The way in which adults behave towards children is influenced by behavior patterns experienced in childhood. 
If these are deemed inappropriate, e.g. do not give the child a true base to feel respected, allowance for ‘free expression’ 
self value and dignity.  The Mission Statement and approach of Kidzshout youth club will focus to help develop constructive 
communication, self worth and freedom of expression!

Management has a zero tolerance policy to child or staff “Peer Abuse” in the form of physical, sexual or verbal 
harassment and/or negative impact!  If this is identified to staff or to Management the ‘party’ will be separated from the ‘club’ 
(to reduce trauma).  Dependent on the level of Peer Abuse immediate suspension may take place.  
Management/Parents will be notified immediately.  Abusing children that are enrolled, will be communicated with all staff 
about the risks involved.   Family support and assistance will be required. If the matter is with regards to ‘staff’ immediate 
suspension may take place, and a review meeting to be held within two working days, with aid of external party e.g. CYFS 
for review and further on-going employment terms/agreement to be made!

kidzshout Ltd. - BEHAVIORAL CONDUCT PROCEDURES

3.Kidzshout youth club  Community  handbook © Copyright 2017



Kidzshout youth club Management and responding to cultural issues - where there is conflict or behavioral 
misconduct regarding ‘cultural’ issues, the Management of Kidzshout youth club will take reasonable steps to review and 
resolve those issues with the parties involved.  This will be in the form of an ‘open to express’ meeting forum with ‘those’ 
parties involved, kids or staff members.  The outcome and learning from any such incidents maybe ‘positively’ but ‘in-
directly’ addressed with all kids/staff, as a point of positive and constructive learning to all Kidzshout youth club intention is 
to only promote ‘group harmony’ open communication and understanding of the cultural influences and impact these 
differences may have within the Kidzshout youth club environment, “turning all negatives into positives”.

Signed by Management............................................................................................................... for 
Kidzshout youth club    

kidzshout Ltd. - BEHAVIORAL CONDUCT PROCEDURES
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Table 1

Rationale: To ensure all children are in sight of staff at all times, actively supervised and in a safe play environment. 

Objectives:  To use hazard identification. To ensure staff use good scanning and supervision techniques. To eliminate or keep a close eye 
on areas which are not easily seen. To ensure staff child ratios are correct, even during break times and non-contact. 

Strategies:  Positioning - a skill that requires being able to see all of the children. Staff position themselves to be aware of the entire 
environment and to see as many children as possible. All children are monitored by sight or sound at all times.  Scanning - a skill that 
involves regularly glancing around tto see children’s involvement and what is happening.  

Tagging - a skill that requires staff numbers to be correct indoors and out. If a staff member needs to move inside for any reason they will 
‘tag’ a team member to swap positions with them and move outside.  

Listening when children play - listening is important as sounds can alert staff of potential risks. For example, water splashing; crying; 
choking or gasping; offensive or aggressive language; or silence. 

Procedures:  Staffing is planned so that rosters are correct and allow for adequate supervision at all times.  

Kidzshout youth club Management will ensure that qualification or appropriate staff requirements for adults are met at all times. 

Kidzshout youth club staff will strive to provide a fun but quality club care. The ratios are 1:10 staff/child at all times.

Staff will be made aware of areas which are not easily seen during induction so they can keep a close eye on them. E.g. bathrooms, 
corners in outdoor areas.

All staff will be notified of any potential hazards which require extra supervision and report any Hazards and these need to be documented 
on the Risk Assessment file.

Staff will consciously set up the environment to create as little unseen space as possible and as safe as possible. They will be aware of 
potential hazards and areas which require extra supervision. For example, climbing trees, behind the building, using the pathway for 
scooter/bike rides.

When introducing a new or high risk experience to children’s play, staff will position themselves next to the equipment to closely monitor it, 
but will remain conscious of scanning the rest of the area. 

When staff are working with children they will consciously position themselves so they are able to scan the environment. 

Staff will actively scan the environment and listen to the children playing at all times while working alongside others. 

When staff leave the floor for any reason (toileting, breaks, non contact) they will communicate with their team members they are doing so 
and ensure active supervision of all other children is still possible. 

No children will be left inside or outside unsupervised ever. For example, if there are no staff outside there will be no children. 
Exception is that staff will display an awareness of age appropriate practice; older children buddied up can be trusted who/what/
why?  This will help staff to monitor and manage children’s behaviour and enhance their skills. 

Children will not be put in a position they cannot get into and out of themselves. For example: lifted up onto equipment. 

If children require extra supervision due to behavioural management issues a behaviour management plan will be written and followed by 
all staff. 

Relievers will be made aware of strategies in place by another team member to ensure continuity. 

Children will be closely supervised around centre animals, and correct hand washing procedures will be followed (Animal Welfare Policy 
adherence. 
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All children will be closely monitored whilst eating, having a bottle and drinking (Refer to: Food Policy). 

All children will be closely supervised when unwell, even if isolated due to infectious disease.

Toileting duties will not be carried out by casual relievers, visitors or students volunteers, unless prior agreed upon and under supervision 
of another staff member. 

Additional staff will be inducted into the club as a new staff member, would be and fully supported by the current staffing.

Medication administration will not be carried out by relievers. Another staff member will supervise medication administration at all times 
(Refer to: Medicine Administration Policy). 

Visitors to the Centre will not be left on their own with children under any circumstances. 

All accidents, incidents, illnesses and injuries will be recorded and supervised following correct procedures (Refer to Accident Policy). 

All staff will undergo induction and training. Staff will display an awareness of the child safe practices, strategies and guidelines listed in the 
Child Protection Policy. 

Holiday Club - Supervision during excursions will follow strict procedures noted in the Holiday Club Policy. Supervision and ratio 
requirements will follow risk analysis before an excursion.

�2



Checklist
Getting to us.  
As the club is centrally located, it is an easy commute for the kids of Westmere/West Lynn and Pt Chevalier areas. 
The Kidzshout youth club as it is defined is for kids up to the age of 14 years, but consideration is given for younger 
children and their ability to commute to the club  It is currently referred on the website that “If you have any requests, 
please contact me kidzshout@xtra.co.nz” and that “A collection at Point Chevalier and Westmere primary schools is in 
place Point Chevalier from the school office exit. Westmere school the collection point is the Garnet Road exit within 
the school grounds.  All intermediate kids make their own way to the club as standard procedure.

kidzshout Ltd. - TRANSPORTATION PROCEDURES
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Checklist
Parents of children that have special needs and or disabilities will be advised of 
the program facilities pre-enrollment.  Parents will also be required to detail from a Doctor an action plan; the disability 
and or special needs that are required for their child/children to enable planning and preparation for appropriate 
activities.  We will adapt activities within our programs to meet the special needs required and advise accordingly if 
we are neither equipped nor able to meet these needs.
                                                                                                                                                                                         
All staff and management at Kidzshout youth club want to ensure that all children with special needs and or 
disabilities are included with activities that best suits there abilities and can provide stimulation and a learning process 
appropriate to them.

kidzshout Ltd. - SPECIAL NEEDS PROCEDURES
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Checklist
A written risk assessment (Health & Safety Checklist) to determine the appropriate staff: child ratio will be completed 
prior to any off-site excursion and prior to any activity involving water. 

When Kidzshout youth club   has a planned excursion for the children to attend, the following will apply with prior 
approval of parents/care-givers.

1. Roll  call  taken prior to leaving.  First Aid Kit packed and to be taken on any excursion. 

2. Children remain as a group and constant role/number checks are made. They will be notified of a group meeting 
point and a point of official contact to approach if lost.  The policy is that the child remains in the designated official 
meeting point until located e.g. mall service area/reception area.

3. Kidzshout youth club  will involve many ‘outdoor activities/projects’, therefore small groups will be formed and 
deemed as 'buddy groups' but all groups will remain supervised by staff and area perimeters will be set for activity 
e.g. within a park, a boundary area will be used for activity.

7. Children and staff board the form of transport, and or walk in a responsible manner.  Again prior to any departure a 
head count and check will be made that all are in attendance.  (If not a full search of the facilities will be conducted). If 
the kid cannot be found then the appropriate action will be taken, contact with parent/care-giver/police.  If the child is 
found the parent/care-giver will be notified of the incident and it will be logged on the incident form.

kidzshout Ltd. - EXCURSIONS PROCEDURES
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7.Returning from the excursion, the same appropriate head count, transportation and accountability applies as stated 
above.

kidzshout Ltd. - EXCURSIONS PROCEDURES
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Checklist
All emergency Exit signage is present as part of the building Warrant of Fitness and is maintained on a regular basis 
by the Scout Association.  This includes all evacuation procedures which are displayed by emergency exits as 
required by Department of Labour. (app: 15) 
1. In the event that a fire is identified and or an alert/alarm is sounding, all staff and students are to assemble at the 
Assembly Area on Meola Road, or as directed by staff.
2. Their are 2 clear exits within the building at either end of the building, making the exit direction to all children and 
staff easily identified.  On exit the staff check the room to ensure no children or staff is remaining.  
3. If the fire is small the fire extinguisher will be utilized and if the fire is too large then the fire brigade will be called on 
(111).   
4. Children will remain at the Assembly Area until staff indicate and form a safe return to the building.
5. While children are at the designated area, Kidzshout youth club staff will complete a role call with the attendance 
which was collected prior to departure to the assembly area.  The whereabouts of missing children will be identified by 
Kidzshout youth club staff conducting a thorough search in the vicinity of the area.
Their is no actual fire alarm within the Scout Hall building, but it will be managed by staff at all times, so in any event 
of a fire it can be easily identified and managed.

kidzshout Ltd. - EMERGENCY PROCEDURES FIRE
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Checklist
Inside  – All children will be directed to crouch in a safe place (under desks, doorways etc).  Keeping clear of 
dangerous objects, that could harm staff or children (windows or items that could fall from up high. etc).

Outside - All children will be directed to shelter using building doorways (and such like).

Keeping clear of dangerous objects, that could harm staff or children (power lines, trees, windows etc).

This will include the following:  

 Recognizing that there is an emergency (e.g. deemed as a „serious‟ earthquake).

 Assisting staff/adults/children/youth to the nearest exit. 

 Directing staff/adults/children/youth to meet at the Assembly area as directed. 

 Ensure that everyone is accounted for by taking a role and to report any absences to management.

kidzshout Ltd. - EMERGENCY PROCEDURES 
EARTHQUAKE
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Staff members and the Program Coordinator (e.g. Manager) re course of action): 
 To contact Emergency Services if necessary (i.e. call 111) 
 To ensure people remain at the Assembly area until the Program Coordinator (e.g. Manager) gives the “all-clear‟ and/
or any other instructions. 

Step 1: the Manager (or Program Coordinator) will perform a remedial visual inspection. 
Step 2: the Manager (or Program Coordinator) will conduct the earthquake checklist.
Step 3: If the Manager (or Program Coordinator‟ finds damage, he/she is to inform either all respective parties;
Manager, the Landlord, or Trustees accordingly with regard to the best course of action (e.g. accessing engineers) 

Earthquake checklist: 
Are people accounted for? 
Does building seem secure (any new structural damage)? 
Any broken glass or material? 
Is there running water? 
Do toilets function? 
Is there electricity?  
Call the Manager, Landlord:

kidzshout Ltd. - EMERGENCY PROCEDURES 
EARTHQUAKE
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Checklist
A first Aid Kit will be held on site at all times and replenished on an ongoing basis.  
The staff of Kidzshout youth clubwill be notified of any specific medical conditions.  Staff will be in general be allowed 
to administer first aid care.

There will be a minimum of 1 staff members (trained when employed) qualified in comprehensive first aid, and it is 
agreed they will manage all extreme medical situations.  Qualification will be reviewed every 5 years with updated 
certification.
Certification to administer first aid as and when required.  The First Aid Kit will be stored out of reach of children but 
accessible to all Kidzshout youth club   staff but out of reach of children.
General unwell/being.  
It is recognized by Kidzshout youth clubthat our kids can in general be "under the weather", not feeling well in general 
from time to time.  We will operate on a mindful basis, to take care of any general situations, and provide a quiet area 
for your child to relax.  If appropriate we will contact you for more immediate collection.

kidzshout Ltd. - FIRST AID PROCEDURES
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Checklist
Any parent that requests medication to be administered, will need to complete the 
required medication detail on the enrolment form and from this staff will be authorised to administer and on receipt will 
store all medicines out of the reach of children. 

kidzshout Ltd. - MEDICAL PROCEDURES

12. Kidzshout youth club  Community  handbook © Copyright 2017



Checklist
Sun Burn – UV Rays. Kidzshout youth club will have sunscreen available but all staff and children at Kidzshout youth 
club are required to bring in sun screen mainly for the purpose of chosen product and considering the effects that 
many products offer by choice and preference, but the prevention of sunburn is of paramount concern and it cannot 
be the responsibility of Kidzshout youth club if this is not provided. 
All staff and children at Kidzshout youth club are also required to bring along a hat for summer days. 

kidzshout Ltd. - SUNSCREEN PROCEDURES
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Checklist

Children enrolled at Kidzshout youth club will be provided with an introductory tour on arrival.  
This tour includes being shown where the bathroom facilities.  These facilities are safe, clean and maintained on a 
daily basis and monitored by staff on a regular basis.

kidzshout Ltd. - BATHROOM PROCEDURES
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Checklist
Afternoon snacks will be provided as part of the fees paid.
All food provisions will be prepared in the kitchen facility provided at Health and Safety standards.

The menu will consist of healthy food, nutritious and delicious rotating menu options.

Any food provided will consider any allergies notified for your kid.
Any food NOT wanted to be served to your child in particular needs to be clearly noted to the Supervisor and 
instruction will be noted in our kitchen file for daily planning of same.

kidzshout Ltd. - FOOD PROCEDURES
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Checklist
It is the intention of Kidzshout youth club Management to provide as resource to the kids and staff of the club means 
of communication and media devices, e.g. cell phones/TV/Games consulates/cameras, not  too. All forms of media 
are to be approved via the Manager prior to use.  This includes, magazines, newspapers, comics, books and all 
electronic devices such as i.e. computer, laptop, handheld PDA‟s, mobiles phones,  iPods, notebooks, mp3s, 
cameras, gaming etc.

Damage Liability.  It is the responsibility of the Kidzshout youth club   management to maintain those devices, 
however within reasonable review, if an item is ‘broken’ the parent will hold 100% responsibility for any insurance 
excess payment towards replacement of any item.

Staff when off the Kidzshout youth club premises will be given a cell phone for reasonable business use and 
emergency contact.  Any abuse of this device will result a one on one review with that staff member, and reasonable 
steps will be taken to ensure this will not re-occur.  If that staff member resorts to continued ‘abuse’ of, this will result 
in disciplinary action.

Copyright: 
The Copy Right Act 1994 protects all Intellectual Property Kidzshout youth club. This includes but is not restricted to 
audio, visual & written materials.  Parents, kids and staff of Kidzshout youth club  will be required to retrieve verbal 
permission from the Management of Kidzshout youth club to utilise Kidzshout youth club Intellectual property.  This 
includes not to tag/upload photos to social networking sites.  For further information surrounding Copyright Laws, 
please refer to:                
http://www.copyright.org.nz/index.php (ref 9) 

kidzshout Ltd. - COMMUNICATION PROCEDURES
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Checklist
The building maintenance is the direct responsibility of the Scout Association and ongoing discussions by Kidzshout 
youth club Management are made with regards to improvements sought after.  If there is any direct concern by a 
parent, it has to be identified in writing so this can be provided to the Scout Association.

Smoke – Free Staff and children endorse a smoke free policy and do not permit smoking in and 
on the premises.
Drug & Alcohol - Staff and children endorse a drug and alcohol free policy and do not permit 
in and or on the premises.

kidzshout Ltd. - BUILDING PROCEDURES
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Checklist

Accident Report 
SAMPLE
Child Name Incident Treatment/Medication Time Date Staff

kidzshout Ltd. - Accident Report Record
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Checklist

-RAMS 
SAMPLE

RISK ASSESSMENT  
MANAGEMENT SYSTEM

Risk Factors that could lead to 
risk: People/Environment/

Equipment

Reducing the risk 
(isolate/reduce/

eliminate)

Emergency Plan to reduce the risk 
in the future

Activity.......................................................

Minimum Skills required............................................................              Action Y/N..........................................................

kidzshout Ltd. - RISK ASSESSMENT MANAGEMENT 
SYSTEM
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Checklist
Date Hazard 

Report 
Record 
SAMPLE

Toilets Equipment First Aid Cleaning Program Rules
Equipment kept in 
condition & tidy

Kept clear 
for activity 
and child 
movement

Tidy & 
obstacle 
free

Cleaned
, tidied & 
floors

Tidied & 
Cleaned

Storage & 
secured

Storage & 
tidied

Risk Asses 
performed 
of Program 
activities

Child 
Safety 
update to 
kids!

kidzshout Ltd. - Hazard Report Record
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Checklist

Staff Incident Log 
SAMPLE

Date Task

Incident log and scheduled review 
meeting with staff member

Staff Member - 
temporary leave

Incident review/outcome Employment date 
re-instated

Summary.......................................................

Follow up by (forward this form)............................................................              Action Y/N by who..........................................................

kidzshout Ltd. - Staff Incident Log
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Checklist

Suspected Abuse 
log/3rd party 
action SAMPLE

Date Incident of suspected child 
abuse to be dated and detailed 
and reported to Management 

within 1 hour

Report to 
Authority

Date Response/Action/
Meetings with parties 
suspected; staff/child

Date Liaison and 
closure log

Date

kidzshout Ltd. - Suspected Abuse log/3rd party action
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Checklist

kidzshout - refer to website/contact me page

kidzshout Ltd. - Complaint Form
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Checklist

kidzshout  - refer to website/booking forms

kidzshout Ltd. - booking Form/OBT refer to website
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Checklist

Name: 

Address:  
Phone number

Emergency contact: 

IRD number
Any additional relevant 
information:
Starting date: 

Finishing date:
Staff declaration: I have 
read, understood and 
agree to abide by all 
program policies and 
procedures. 

I agree to allow the 
MOSD Assesor to view 
my Police-vetting record 
and my employment file. 
Signature:  Date: 
Application on file   

Applicant received 
policies and procedures 

Reference checks 
completed   
Attended induction 
training 
Applicant received job 
description  
Tax forms completed 
Police-vetting form 
completed  
Employment agreement 
signed

kidzshout Ltd. - Staff Information 
sheet
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Checklist
Referee Notes:

Applicants Name:

Referee’s name: 
Address:  

Phone number:

E-mail: Skype: Face Book: 
Twitter:Other (minimum e-mail 
please)
Relationship to applicant:
How long have they known 
applicant? 
How well does he/she work with 
children?
How well does he/she relate to or 
communicate with parents/adults? 

Do you have any concerns about 
his/her ability to work in an Out of 
School Care Club/holiday 
program?  Y/N and any reasons?
How well does he/she work with 
other staff?  

What are his/her strengths? 

Is he/she reliable/trustworthy? 

Check done by/Date: Sign & Date 
(electronic scan accepted)!

kidzshout Ltd. - Staff Reference 
Check NOTES/OTHER
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kidzshout 
CHECK

kidzshout Staff Contract  The Parties:  Individual Employment Agreement.  The Parties to this 
agreement are:    

1
2.Kidzshout youth club  

Employment Terms of Agreement:
Under the Employment Relations Act 2000, this is an individual Employment Agreement contracted 
wholly between you the Employee and Kidzshout youth club  .  This Agreement is binding until either 
terminates the same as per the terms of Clause Termination of Employment, please refer to this within 
this document.  Terms of this Agreement may be modified by the parties by mutual agreement at any 
time.

Employment Commencement Date:

Position: Kidzshout youth club provider of services in the position as:

Reporting:  To designated Supervisor and/or Kidzshout youth club Owner.

Duties are set out in the induction form.  These must be discussed in full detail and modified by 
agreement. Kidzshout youth club may make further changes to the requirements of the duties but will 
only do so with prior discussion with the Employee.  Duties include the following:

Duties/Overview of key tasks and expectations:
Assist with all tasks, procedures and projects as delegated by Kidzshout youth club Management.

kidzshout 



Prepare food (delivery/pick up) duties as directed, I will consider health, nutrition and presentation when 
preparing food.

Assist with clean up duties and proper sanitation.  I agree to be part of a rotational  system between the 
other staff members.  I agree that all items will be cleared before the arrival of children, including and not  
to but as a minimum requirement that sharp objects will be out of children’s reach.
Assist with all project outings and adhere to safety requirements.
Supervise only as directed.

Time Management:
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
To arrive ready to work at my scheduled time and be prepared to stay until my shift is over. 

Working hours:  School Term.
Hours of work are available at 2.5 hours either between 3.30 pm to 6 p.m.   It is agree that this can be 
worked around the Employer/Employee availability of working hours, to be rostered each week, with 
some accepted amendments throughout the week.  This is on the basis of understanding that the staff/
child ratio can change regularly.  We the business need to be committed and best placed to manage this 
with some requirement of some flexibility.

Holiday Club: It is agreed that holiday club hours will be negotiated 2 weeks in advance of operation.  A 
typical 4 hours per day will be offered and any increase due to requirement of staff to child ratios will be 
agreed and written into this contract as an Appendix.  Hours will be agreed as relevant to business 
requirements with consideration to staff availability.

CHECK
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Place of employment:
Scout Hall, 21 Meola Road, Westmere.

Trial Period:
A trial period will apply for a period of 90 calendar days, where the overall performance will be reviewed 
by the Employer of the Employee and the over all suitability for the position.  Any concerns will be 
discussed by the parties of any concerns within the 90 day period, however Kidzshout youth club   
Management holds the right to terminate the employment relationship and the employee does not have 
the right and may not pursue action against Kidzshout youth club; personal grievance and/or the grounds 
of unfair dismissal.  The employee may pursue a personal grievance on those grounds as specified in 
sections 103(1)b-g of the Employment Relations Act 2000.  This includes unjustified disadvantage, 
discrimination, sexual harassment, racial harassment, duress with respect to union membership, and the 
employer not complying with Part 6A of the Employment Relations Act 2000.

Any notice that is to be served considering issues with the Employment Agreement and/or employment 
relationship must be notified within the trial period of 90 calendar days.  However it is understood by both 
the Employee and Employer that the process of any follow up/action required both internally or by 
external parties, may extend the process of any ‘dismissal’ (Employer) or ‘grievance (Employee) over an 
above the date of same being served.  Therefore the trial period does not limit the legal rights and 
obligations of the employer or the employee, except as specified in Section 67A(5) of the Employment 
Relations Act 2000.

Conflict of Interest:

CHECK
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It is agreed that their are no restrictions, matters, contracts; (conflict of interest) for the Employee that 
would impact on their employment for the Employer or hold grounds to discharge them from their 
obligations as set in this contract.  Any conflict that arises for the Employer/Employee will be discussed at 
a formal meeting with representation for both parties to be present as witness, independently nominated 
by each party; a form of internal mediation will be held.  If the conflict of interest cannot be agreed at this 
mediation, the Employee/Employer have the right to exercise the process as set by the Employment 
Agency.  The Employee will not accept any internal/external, directly or indirectly any form of gratuity, 
payment, emolument of any kind that a person may have or intend to have that will impinge on the 
Employee’s employment obligations.

Employment Termination:
The Employment can be terminated within a set 90 day trial period by the Employer with the Employee, a 
5 day notice period will be given and pay for this period will be made in the following pay cycle.
After 90 days the Employer with give 10 working days notice, The Employee can give 5 working days and 
wages will be paid in accordance with the termination leave period, paid in the final salary cycle period.

Misconduct/Termination
The Employer can exercise the right to terminate the employment, this contract with immediate effect, for 
any matter, reason, of submission that for the following reasons have been brought to Management 
attention: THEFT/DISHONESTY/HARASSMENT TO/BY AN OTHER PARTY/FAILURE TO FOLLOW 
INSTRUCTION/PROPERTY DAMAGE.  The Management will take good and proper steps to discuss any 
issues, matters raised against the Employee and the Employee with be given the opportunity to discuss 
same, before a final decision is made, all supporting information will be considered, written, witness, 
other, within reasonable acceptance.  The Employee will be given in writing the conclusion by 
Management for the termination of same. 

Employment Termination for resolution:
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The Department of Labour offer a full process if the proposed termination of Employment is not resolved.  
The Employer can provide full supporting information of this service.  The Employers intention is that any 
matter of conflict including proposed termination can be managed in a professional capacity to protect the 
reputation of both the Employee and the Employer; agreeable terms can be drawn upon, to part the 
relationship in a proper and professional and supportive manner.

Relationship Obligations:
Employer:  Please also read the Position Description for role requirements.
The Employer shall:
Kidzshout youth club  () Management are committed to offering a work environment that is stimulating, 
embraces your initiative for creativity and general input.
Be responsible at all times for designated care, health and safety of children in designated area, we work 
to a 1 to 10 child ratio at all times and NO junior children should leave the ‘building’ without staff prior 
consent, continues monitoring of this is expected by us the staff.
Kidzshout youth club () Management aim to act as a good and fair employer, treating your employment 
with us as a committed decision to the business, as a key representative of the business, and in turn will 
be given a full and fair platform though ongoing discussion and performance reviews to contribute to the 
overall out put of the program, albeit it is it the right of the Management to adopt any new ideas, activities, 
input for output.
All practical steps will be made to offer a safe and healthy work environment, but it is understood that the 
current Scout Hall facility is the overall Management Chain and therefore authorised body to make any 
changes to the current facilities of the hall, that the Kidzshout youth club cannot be sole responsible for 
any injury directly related to any issue or incident that is not or cannot be improved directly as a “user 
only” of the Scout Hall facility.

Employee:
The Employee shall:
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Be committed to the Kidzshout youth club, its concept, it’s general program, and wholly involved in any 
aspect of the club and it’s initiatives, involving community projects, networking, representing the brand, 
club concept and project out-put’s to the best of their ability in a positive and embracing manner.

The Employee is expected to follow instruction as directed by Management.  Initiative is embraced but 
any directive given or changes agreed to instruction is based upon solution and positive resolution for 
betterment of dealing with a situation.  The Employee therefore will agree and accept that there are the 
policies and procedures already set by Management for reason of consistency and positive approach and 
result.

* The Employee agrees to be available for any collection requirement of children from a designated 
point of collection in the vicinity of the club venue, (this is only if able as a task that you are ABLE to 
perform).  The Employee agrees to be on time for this task as and when designated, OR that that 
Employee will advise the Management with a minimum of 6 hours that they are unavailable to 
perform this task.

It is expected that as the Employee has been selected and employed for their skills set and contribution 
to the club, that they perform their duties to the best of their ability at every club session.  It is understood 
that some days we cannot perform to our full capacity, for whatever reason, it is agreed by the Employee 
to communicate freely with Management for any reason that they are able to work but not fully able to 
engage in activities.  

The Employee shall read and regularly update themselves with the full policies and procedures as set by 
the Kidzshout youth club The Employee will understand the importance of being able to ‘manage a 
situation’ as it will be on an ‘ad-hoc/spontaneous’ basis; the Employee will understand the importance 
that dealing with children, as a point of duty and care, they have to understand the expectations of 
dealing with children, their behaviour, actions, and unpredictability!
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Overall the employee will conduct themselves in a safe manner for themselves and their colleagues and 
the children/parents.  As is in it’s entirety the club is about community and the Management want you to 
truly be and believe you are representation of and proud of that as a Kidzshout youth club employee.

Client Confidentially:
Keep all client information confidential.

Break periods: Out of school club there is no official break period as the work hours are 2.5 hours, 
although any reasonable request for a break will be considered.  Holiday Club will offer x2 10 minute 
breaks and a 30 minute break at any reasonable given time and in accordance that staff coverage is 
appropriate at that time.  Further “time out” will always be given due and full respect for request but is at 
the full discretion of the Kidzshout youth club Management.

Attire:
Wear child friendly clothing and accessories (Kidzshout youth club T-shirt/top) will be provided. 

Social Media:
Kidzshout youth club wants to be renowned for using our and the kids time as a social and development 
platform and including media, as such we promote the use of technology and social media in some 
project work.  There is a guideline set to the kids that media, such as ‘gamimg’ ‘apps’ can be used for 
‘down time’ after 5.30 pm in the summer and 5 pm in the winter.  We want to lead by example; personal 
communication needs to be done before/after work when possible; I-phone usage and such items should 
not be used for personal reason, although it is understood that it’s purpose may be used for purposeful 
communication.

Reporting:
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Any reporting of accidents/incidents to parents needs to be communicated to Kidzshout youth club, and 
documented appropriately with the forms provided.  If I leave Kidzshout youth club, with intention to open 
my own child care within 4 months of my last day of employment, I will be required to reimburse the 
provider for all training paid for on my behalf.  In the case that I would open my own child care after 
termination of employment with Kidzshout youth club  , I agree not to enrol any client/staff member of 
Kidzshout youth club for a period of 4 months without prior approval of the licensed provider.    In any self 
initiated business planning of a similar ‘care facility’, I agree NOT to mirror the Kidzshout youth club;   
‘club concept’!  This can only be by way of an agreed Franchise opportunity with the Kidzshout youth club   
Management.

Performance Review/Bonus:
I agree to quarterly performance review to discuss my contribution, skills, development and bonus 
opportunities, over and above my standard rate of hourly pay.  I understand that this is at the 
Management’s discretion and over all in conjunction with the ‘club’ development and success in the first 
year of my employment.  After one year I agree that a salary review will be conducted and a potential 
increase will be reviewed only at that time and if applied will be at month 1 following this review.                                                                                                        

Minimum Pay Condition:
As a start up business, I will receive a minimum of the standard hourly minimum wage for each 
scheduled day of 2.5 hours worked.
It is agreed that if there are not enough children present to warrant an assistant I will be asked to sign out 
early and paid for the period of time as required.

Wages.  
The Employee will be paid the agreed rate (as per the Minimum Wage Act 1983).  Set rate for adults 
16 years and over.
An annual review will be held reference to section Performance Review/Bonus.
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At the discretion of the Kidzshout youth club Management, a salary bonus structure may be offered in a 
financial/other form of renumeration.  This will be reviewed at the start of 2018, for any employee that 
remains in ongoing employment after 6 months.

Wages Cycle:
Wages will be paid on a fortnightly basis and paid into your nominated bank account electronically, on a 
Sunday following administration/reconciliation of staff forms.  Please note that a delay can occur up to 24 
hours when payment is banked on on a holiday weekend; your should receive payment into your account 
on a Monday evening or delayed to that of Tuesday clearance on a bank holiday. 
Your rate of pay and all information pertaining to your salary structure and/or bonus must not be 
discussed with any other staff member.  Please remember your rate of pay is a reflection on your skills 
and abilities and position for the business, and for those reasons should not be used as leverage or as a 
form of ‘value’ against any other staff member, but remuneration of course reflects ‘your position’.

Leave:  In accordance with the Holidays Act 2003.  The Employee shall be entitled to paid annual leave 
of four weeks per year after 12 month continuous employment with Kidzshout youth club

If the employee leaves their employment before becoming entitled to enough annual holidays to 
cover the amount of annual holidays they took in advance:
- the employer may recover the amount paid to the employee for holidays taken in advance that is 
not covered by the employees annual holiday entitlement.  The club is not open Public Holidays and 
full pay applies.

Requested leave will be taken with full consideration by both parties; the requirement of staff in the 
busiest periods of business trading e.g holiday club sessions where numbers are higher and staffing is in 
higher demand.
Leave can be taken up to two full weeks if requested at one given period.
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Leave must be requested with a minimum of 14 days in advance.  Leave can be declined by Kidzshout 
youth club Management with good and proper reason.
Leave can be carried forward up to 5 days only to the next year only, but must be taken in that following 
year.
Leave for one week per annum can alternatively be requested as a cash out payment. 
This agreement is set in accordance with the Wages Protection Act 1983 and all bindings of the Act 
applies @ 1 April 2016.

Sick Leave:
Sick leave will be paid up to a maximum of 10 working days per annum.  It is expected that your 
commitment to be at work when required will be treated as a priority, and that this offer of extended paid 
sick leave demonstrated the Managements understanding that being unable to work due to sick leave is 
and unexpected occurrence, but does still burden us financially.  Sick leave is deemed as ‘time off’ for the 
employee or to take care of themselves of a dependent individual, this must be discusses with 
Management, who can use their discretion.
Sick leave can be accumulated up to the maximum entitlement of 20 days and carried forward.
For all sick leave a doctor/medical certificate must be provided to the Employer at your cost for 
same or sick leave cannot be applied.

Bereavement Leave: a minimum of 3 days at anytime relating to this matter, but will be fully considered 
by Kidzshout youth club Management for a longer period if required.  This is for immediate family 
members.  For non family members a minimum 1 day is allowed but again will be reviewed at any such 
sad time of occurrence.

Unpaid Leave:
Is at the discretion of the Employer for any requests for unpaid leave, this will be given due consideration 
to meet your requirements. 
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Kiwi-saver:
Is available as an Employee of Kidzshout youth club  .  Please discuss this.  This is a voluntary savings 
initiative in conjunction with the Government and acts as way of a contributory savings scheme.  Refer 
www.kiwisaver.govt.nz
By signing this agreement abides that the Kidzshout youth club Management have introduced you to the 
kiwisaver scheme with advise that this is of benefit to your future financial planning and gain.
Note: You can start a KiwiSaver account as long as you are: aged under 65 years (if you are aged 
under 18 years, you'll need the consent of your legal guardian and you won't receive the member 
tax credit nor employer contributions)

Health and Safety:
The Health and Safety At Work Act that is applicable from April 2016 applies to the full and whole 
operation of the Kidzshout youth club   business model; Employer/Employee must abide to the 
requirements as set out in these policies.  Regulations will be released to clarify how it will work for 
different industries. WorkSafe New Zealand will provide guidelines to businesses and workers. 

Privacy Act 1993.
This contract is bound to all obligations of compliance of the Privacy Act 1993.  This must not be 
breached in the course of the Employees employment with Kidzshout youth club  .

Intellectual Property:
Confidentiality:
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All administration, information, that is used for the purpose of the business is confidential and must 
remain at the club, locked securely or given to Management.  The Employee agrees not to disclose, use, 
or distribute any information collated as part of the business operation either when employed or after 
termination of employment with the business.

Transport:
It is desirable that the Employee has a vehicle and a full, clean drivers license.  It is agreed by the parties 
that the Employee can/cannot be employed without a vehicle YES/NO

Police Check:
I the Employee agree to a full Police Check and of any negative findings from this check will make this 
contract nil and void with immediate effect.

Signed/Dated by Employee:

Signed/Dated by Employer:

PLEASE can you review and then contact Jenny so a meeting can be arranged to sign both 
copies of this contract provided.  

If you have any questions, please do not hesitate to contact Jenny on 027 429 0010 or 
kidzshout@xtra.co.nz
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Checklist

Quarterly 
Review/Staff 
SAMPLE

Date KPI’S ACTION Date FOLLOW UP/
RESULT

Date Any follow 
up/by who?

Date

e.g. Expectations
Performance
Interaction
Contributions
Training
Issues

kidzshout Ltd. - Quarterly Review/Staff
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Checklist

Interview Questions

Position description of: Kidzshout youth club - Supervisor/Second in Command (2IC), agreed will work under the direct 
Management of Jenny Linton/Director of Kidzshout youth club, and that all instructions will be adhered to in applying 
for this position.  The Supervisor will be responsible in assisting the Owner/Jenny with the delegation and 
management of the overall team and the required tasks and activities on the day.  This will be the cooperation of 
leading all Operation requirements as set within the Operational Guide and overall Policies and Procedures.  All Terms 
and Conditions and Policies and Procedures are available on the website, the Operational Guide is available on site.

Name:
Address:
Email: 
Cell: 0211662947

What appeals to you about taking care of children? 

Follow Up Y/N.......................


DATE......................................


ACTION:.............................................................


............................................................................


kidzshout Ltd.- Interview Form
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Describe your child care or experience you think is relevant to a position of working at kidzshout?

How would you discipline a child? 

Have you ever had to deal with an emergency?  If so, what happened and how did you handle it? 

kidzshout Ltd.- Interview Form
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What do you may be be the most challenging aspect of working with children? 

What do you like to do in your free time? 

How do you think you would describe you and your personality with children? 

kidzshout Ltd.- Interview Form
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How would you handle a situation of improper behaviour, tantrum, disobedience?

Have you had any recent illnesses/injury which might in anyway hinder your ability in caring for the children? 

Do you have dependable transportation? 

Have you ever been in trouble with the law and agree to a Policy Vet report being submitted?

Are you willing to go to trainings annually? 

Do loud noises bother you? 

Do you have CPR or First Aid training? 

What cooking skills do you possess, give an example please?

kidzshout Ltd.- Interview Form
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What is your approach with children that are over excited?

Describe yourself and why you would be good for this role, whats your personality all about?

Give any insight to any skills or positive attributes you could bring to kidzshout?  This could be from sport to art to dance to 
media, anything really!

The most unglamorous part of working with children is the constant tidying up and health and safety aspects of the role.  Are 
you prepared to actively engage and work as a team to the up keeping of the facility used my kidzshout; the hall used.
I agree:
Kidzshout youth clubpromotes a free spirited but managed environment for the children.  Are you committed to ensuring that 
you are proactively taking care of the children in your care at all times, whether directed or otherwise. 
I agree: 
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As part of the staff for Kidzshout youth clubit is encouraged (as a youthful team) that you proactively view to bring new ideas to 
the sessions.  If any materials are required you may request the purchase of items to support your initiative.  
I agree or comment here:

Can you give a realistic salary expectation?

Can you provide a realistic time line that you would see yourself working with kidzshout?

Please provide 3 points of Reference to be contacted either by phone or in writing, that can give a reliable and true character 
reference for you:

1
2
3

On behalf of Kidzshout youth clubfrom Jenny the Owner…Thanks so much for taking the time to fill out this questionnaire.  It 
will help me in evaluating you for the position to work with Kidzshout youth club    

“Cheers…the kid”!
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Checklist

Main Building  
Check Screws/fittings
Leaks in Roof  
Electrical Plugs  

 
Kitchen Appliances 
Windows  
Doors  
Locks  
  
Equipment:   
Media - cameras/i phones/video
Sport Equipment  
Games - e.g. lego
Computers  
TVs  
Games - e.g. p.c. games, discs

kidzshout Ltd. quarterly check list
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Tables & chairs

kidzshout Ltd. quarterly check list
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Checklist
The holiday club operates in conjunction with the school holiday terms per 2 weeks, except for the Christmas period 
where a 2 week programme will operate mid January.
The program provides a safe and positive environment with child-focused activities - refer Kidzshout youth club 
program overview.
- Positive and child-focused environment - Kidzshout youth club   aims to provide a safe stimulating program which 
caters for youth of ages to 13 yrs., any gender, cultural backgrounds and those with disabilities/special needs, 
while attempting to encompass individual needs and interest.
- Cultural harmony and project focus consideration -  The club will not discriminate nor exclude against any child/
youth or its family based on their ethnic, social and/or religious background. 
- Behavior management - refer Kidzshout youth club    procedures.
- Activities - refer Kidzshout youth club  ,although the holiday program may extend in activities, additional fees will 
apply.
- Outdoor activities - refer to Kidzshout youth club procedures for outings.  However the holiday program will include/
encourage one off activities of a more general nature, for example: beach outings/picnics/sight seeing/barbecues/park 
trips.
- Quiet space - a specific ‘media’ space will be provided - refer to Kidzshout youth club  .  Regulated use of all media 
is programmed within the club program and same theory will apply to ‘down time’ at the Holiday Club
Staff ratios will be considered for offsite visits; 1 staff per 8 children and as set out by age for water play by Auckland 
Council standards.

kidzshout Ltd.- Holiday Club 
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