	
	
	



PLAYCENTRE ANNUAL PLAN OVERVIEW
As a licensed early childhood centre, every Playcentre is required to have an annual plan [GMA8]. The Ministry of Education [MOE] describe an annual plan as ‘identifying 'who', 'what', and 'when' about key tasks undertaken each year and how key tasks will have regard to the Strategic Priorities of Playcentre Aotearoa. For more information, visit the MOE website ‘Licensing criteria for centre-based ECE services’ here[bookmark: What_is_an_annual_plan?]WHAT IS AN ANNUAL PLAN?

MOE: ‘An annual plan is part of good business practice and will show the Ministry of Education how the service intends to ensure ongoing compliance with all regulatory requirements and criteria.’[bookmark: Why_have_an_annual_plan?]WHY HAVE AN ANNUAL PLAN?

The example provided here provides a starting point to show how centres can meet (or exceed) the requirement. Centres should add local events and centre-specific priorities to this plan, as well as identify who will be responsible for them. Centres may choose to use other approaches better suited to their needs if they comply with the criteria. The annual plan describes what the service will do in the next 12 months. The annual plan should be: [bookmark: guidance_for_centres]GUIDANCE FOR CENTRES

· created in consultation with all centre whānau so that the teaching and learning needs of the children can be met
· developed at the same time as the annual budget
· reviewed regularly at the centre hui.
In addition to the required annual plan, centres may also have a strategic plan. Strategic plans are not a licensing requirement. However, having a plan that looks beyond ‘this year’ to the medium or long term can be very helpful for a centre. Strategic planning enables a service to determine its direction and what it hopes to achieve in the future.STRATEGIC PLANS

Strategic plans are best developed in consultation with all centre whānau and other relevant stakeholders and need to be reviewed regularly and progress recorded. THIS GUIDE

This contains documents for your annual plan:
· A one-page overview with the key tasks displayed month by month
· A five-page document with key tasks displayed in areas of responsibility.

Your centre should use these documents as a base to build on by adding in other local events and tasks. For example: A local fundraiser, taking down the shade sail etc. You also need to name who will be responsible for each task. 

This is a living document, and some of the items in it can be moved if needed to meet the needs of your centre best. For example: You may review a procedure after a query and then not need to review it again later. 

As the year progresses, the person named as responsible for the task should initial it as completed.    

    MONTHLY PLAYCENTRE ANNUAL PLAN 2025-2026 [CALENDAR VIEW]2023-2024

REGULAR TASKS     				This Calendar View is a summary of the Responsibilities View of the Annual Plan 
	Daily tasks
	Weekly tasks
	Monthly tasks
	Termly tasks

	· Sessional Health & Safety Check 
· Parents sign in and out (Centre Whānau)
· Ensure supervision requirements are met
· Ensure a first aider is present
· Attending any excursion is both regular and planned and ensure all excursion documentation is complete. 
· Session evaluation

	· Documenting learning experiences and 
outcomes for tamariki (e.g. learning stories, magic moments, photos) and a plan for future learning 
	· Centre hui (or as per centre practices)
· Approve upcoming expenditure 
· Review Monthly H&S Report
· Policy and procedure review and feedback
· Sign (all parents) the attendance attestation pages
	· Curriculum Planning e.g. curriculum design cycle; notice, recognise and respond 
· Encourage on-session completion of Playcentre Education practical tasks.
· Investigate available grants in regions 
· Centre Working Bee
· Centre Practice Review
· Emergency Drills (3 monthly) (Kaimahi will remind)
· Review medicine records and reconfirm any health plans (e.g. for allergies) (Kaimahi will remind)
· Review & sign Hazard and risk register (Kaimahi will provide)



MONTHLY TASKS        									Remember to add ’who’ will do these tasks in your centre on the responsibilities view of the plan
	SEPTEMBER 2025
	OCTOBER 2025
	NOVEMBER 2025
	DECEMBER 2025

	· Te Wiki o Te Reo Māori 14th – 20th
· Education Celebration Event (North Island)


	· Grandparents’ Day 5th 
· Working Bee
· Education Celebration Event (South Island)


	· Playcentre Outdoor Play Week 3-7 Nov
· Notifiable fire drill term 4
· Connect with Hapori 
· National AGM
· Education Celebration Event (South Island)
	· Connect with Hapori 
· Last day of term – Wed 17th Dec
· Enjoy the summer holidays!

	JANUARY 2026
	FEBRUARY 2026
	MARCH 2026
	APRIL 2026

	· Working Bee
· First day of term - Monday 26th  
· Working Bee
	· Waitangi Day 6th 
· Promote Messy Play week 
· Connect with Hapori 
· All whānau review and sign the code of conduct
	· Children’s Day 1st
· Messy Play Week 2nd-6th 
· Ngā ara whai hua: Quality framework for evaluation and improvement planning (select internal evaluation topic - curriculum)
	· Notifiable fire drill term 2
· Working Bee


	MAY 2026
	JUNE 2026
	JULY 2026
	AUGUST 2026

	· Playcentre Education Week 11-17 May
· NZ Sign Language Week 4th – 10th 
· Connect with Hapori 
· Cluster meeting
· Centre planning for Matariki

	· Reflection of the past year and centre celebration as part of Matariki (centre whānau)
· Discuss and document centre aspirations/annual plan for the coming year 
· National Volunteers Week 14th – 20th June  
· Tangata Tiriti Hui
· Hui ā-tau Māori
	· Matariki Friday 10 July  
· Review Playcentre Philosophy and values
· All whānau sign the code of conduct.
· Discuss and set a fundraising plan for the next financial year (Sept-Aug)
· Submit budget requests for annual planning (to finance?)
· Review of emergency plan (with CA)
	· Playcentre Open Week 17th – 21st
· Connect with Hapori 
· Cluster meeting




PLAYCENTRE ANNUAL PLAN 2025-2026 [RESPONSIBILITIES VIEW]
* Links to the objectives of the Annual Strategic Priorities of Playcentre Aotearoa

1. Te Tiriti o Waitangi – Create equitable opportunities for all by honouring Te Tiriti o Waitangi
2. Whānau-centred learning and leadership -Empower whānau and tamariki to work, play and grow together through rich and inclusive learning opportunities with whānau at the core
3. Sustainable Future – Guide the organisational, environmental and financial sustainability, including risk management and efficient use of resources across Playcentre
4. Strengthen Communities and Playcentre Impact – Build and maintain relationships at all levels to ensure Playcentre enhances positive outcomes for families with young children across Aotearoa


	COMMUNITY * Te Tiriti o Waitangi *Whānau-centred learning and leadership *Strengthen Communities and Playcentre Impact              

	Rangatiratanga I te hapori (Community Leadership)

	2025-2026
	September
	October
	November
	December
	February
	March
	April
	May
	June
	July
	August

	Strategic evaluation

Who: Centre whānau supported by Centre Advisor
	
	1. Review Playcentre Aotearoa Philosophy statement 
2. Annual planning
	
	Review progress against annual and strategic plans

	
	
	Review progress against annual and strategic plans

	
	1. Reflect and celebrate successes for the year
2. Centre discusses and documents aspirations for the coming year in an annual plan. 
	Review
Playcentre philosophy

Have all whānau
sign the code of
conduct

	

	Regular evaluation


Who: Centre whānau supported by Kaimahi
	Policy / procedure review: Enrolment and Attendance Policy 

Health and Safety Refreshers:
1. Emergency planning procedure
2. Fire and evacuation planning
	Policy / procedure review: Property and Equipment Policy

Health and Safety Refreshers:
1. Earthquake procedure
2. Sheltering in place procedure
	Policy / procedure review: Safety Checking Policy

	
	Policy / procedure review: Child Protection

	Policy / procedure review: Code of conduct

Health and Safety Refreshers:
1. Laundering procedure
2. Nappy changing and disposal Procedure
	Policy / procedure review: Curriculum and Assessment 

Health and Safety Refreshers:
1. Sleeping children procedure
2. Injury, illness, incident or near miss procedure
	Policy / procedure review: Complaints resolution 

Health and Safety Refreshers:
1. Child washdown procedure
2. Sick child isolation procedure 
	Policy / procedure review: Health and Safety

Health and Safety Refreshers:
1. Medicine administration procedure
2. Hazard and risk management procedure
	
	Policy / procedure review: Positive Guidance

Health and Safety Refreshers:
1. Excursions procedure
2. Food and drink procedure

	National meetings
Who: 

	
	
	National AGM
	
	
	Cluster /Rōpu (Rep Selection)
	
	Cluster/ Rōpu – (National Hui Paper discussion)
	1. Hui-ā-tau 
Tangata Tiriti Hui
	
	Cluster – AGM Papers/ Trustee Board Elections

	

Local hui and training

Who: 
	
	Centre Hui
Review
1. Curriculum
2. Policy & procedure
3. Monthly H&S Report
4. Medicine Records
	
	
	Centre Hui
Review
1. Curriculum
2. Policy & procedure
3. Monthly H&S Report
4. Medicine Records

	
	
	Centre Hui
Review
1. Curriculum
2. Policy & procedure
3. Monthly H&S Report
4. Medicine Records

	
	
	Centre Hui
Review
5. Curriculum
6. Policy & procedure
7. Monthly H&S Report
8. Medicine Records


	
	
	
	Hapori connection
	
	
	Hapori connection
	
	Hapori connection
	
	
	Hapori connection

	
	
	Hand over – support people in their new
roles
	
	

	Review the Code of Conduct in a    Centre hui
	
	
	
	Empower individuals to take up roles to contribute to the co-operative
	Hand over – support people in their new roles
	

	Budget
Who: 
	 Centre budget review and approval of expenditure related to children’s learning and community building.

	Fundraising
Who: 

	
	
	
	
	
	
	
	
	
	Set fundraising priorities and calendar for the year
	

	Whanaungatanga i te hapori (Community Building) * Te Tiriti o Waitangi *Sustainable Future *Strengthen Communities and Playcentre Impact    

	2025-2026
	September
	October
	November
	December
	February
	March
	April
	May
	June
	July
	August

	Centre Connections
Who:
	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga

	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga

	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga
	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga

	Discuss how whānau can contribute to the cooperative as per centre practices.
	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga

	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga

	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga

	Discuss how whānau can contribute to the cooperative as per centre practices.
	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga

	ADD: e.g. Welcomes, contact lists, Communication channels promoting the centre, social media, whanaungatanga


	Playcentre Bulletin
	Read Playcentre Bulletin. Monday of the 3rd full week of each month, except where this clashes with school holidays.  


	Community Events


Who: 
	Te Wiki o Te Reo Māori 14th – 20th 

Adult Learners Week 2nd-8th 


	Grandparents’ Day 5th 

Working Bee

	Playcentre Outdoor Play 3-7th 
	End of year events
Last day of term. 18th  

Working Bee over summer holidays

	Waitangi Day 6th 


	Messy Play 2nd-6th

Children’s Day 1st   
	ANZAC Day 25th 

Working Bee

	NZSL Week 4th-10th 

Playcentre Education 11-17th 

	National Volunteers Week 14th– 20th   
	Matariki 10th 



	Playcentre Open Week 17th – 21st








	
CHILDRENS LEARNING * Te Tiriti o Waitangi *Whānau-centred learning and leadership *Strengthen Communities and Playcentre Impact    

	Arotakenga (Planning and Evaluation)

	2025-2026
	September
	October
	November
	December
	February
	March
	April
	May
	June
	July
	August

	Planning and Evaluation as a group

Who: 
	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>

	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>


	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>
	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>

	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>
	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>
	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>
	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>
	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>

	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>
	Session Evaluations

<<ADD: Centres regular planning processes – e.g., termly hui>>

	Group Supervision

Who: 

	What this looks like at this centre: 
	What this looks like at this centre: 

	Strategic evaluation: Curriculum (Internal evaluation)

Who: 

	




	Ngā ara whai hua: Quality framework for evaluation and improvement planning (finalise)

Curriculum review: Monitoring and evaluating impact and celebrating
	Ngā ara whai hua: Quality framework for evaluation and improvement planning (select internal evaluation topic - curriculum)

Curriculum review: Noticing, investigating, collaborative sense making
	Ngā ara whai hua: Quality framework for evaluation and improvement planning (continue review)

 Curriculum review: Prioritising to take action

	Taputapu (Equipment)

	Regular evaluation: equipment and curriculum (considering priorities of current learners)

	  Eg, Movement & 
 Sound, Paint

	Eg, Playdough, Sand, Water
	E.g. Carpentry, Clay, Collage, Te Ao Māori 


	E.g. Blocks, Construction, Exploratory, Family, Finger paint
	E.g., Infants & Toddlers, Manipulative.

	Annual Planning Equipment
	
	
	Review learning priorities
	Choose a focus for learning priorities for the year.
	Review learning priorities





	
ADULT EDUCATION AND LEARNING * Te Tiriti o Waitangi *Whānau-centred learning and leadership *Sustainable Future *Strengthen Communities and Playcentre Impact    

	Kaihapahapai o Te Wāhanga Mātauranga (Education Champion)

	2025-2026
	September
	October
	November
	December
	February
	March
	April
	May
	June
	July
	August

	Adult Education & Learning
	iQualify groups start 1st
	iQualify groups start 1st
	iQualify groups start 1st
	

	iQualify groups start 1st
	iQualify groups start 1st
	iQualify groups start 1st
	iQualify groups start 1st
	iQualify groups start 1st
	iQualify groups start 1st
	iQualify groups start 1st

	
	Request T4 workshops
	
	
	Request T1 workshops
	
	Request T2 workshops
	
	
	Request T3 workshops
	
	

	
	Education Celebration (North Island)
ADD: eg.
*Education updates
*Study Groups
*Celebrating student success 
	Education Celebration (South Island)
ADD: eg.
*Education updates
*Study Groups
*Celebrating student success
	Education Celebration (South Island)
ADD: eg.
*Education updates
*Study Groups
*Celebrating student success
	ADD: eg.
*Education updates
*Study Groups
*Sharing and celebrating student success
	ADD: eg.
*Education updates
*Study Groups
*Sharing and celebrating student success
	ADD: eg.
*Education updates
*Study Groups
*Sharing and celebrating student success
	ADD: eg.
*Education updates
*Study Groups
*Sharing and celebrating student success
	ADD: eg.
*Education updates
*Study Groups
*Sharing and celebrating student success
	
	ADD: eg.
*Education updates
*Study Groups
*Sharing and celebrating student success
	ADD: eg.
*Education updates
*Study Groups
*Sharing and celebrating student success

	Te Tiriti o Waitangi * Te Tiriti o Waitangi *Whānau-centred learning and leadership *Strengthen Communities and Playcentre Impact    

	Kai whakaihu o te waka (Bicultural Lead/s)               The Bicultural leads mahi is integrated across all areas of the co-operative - Community, Children’s Learning and Adult Education.

	2025-2026
	September
	October
	November
	December
	February
	March
	April
	May
	June
	July
	August

	Children’s Learning (including environment and equipment)
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum
	ADD – e.g. ideas
*Karakia
*Waiata
*Te Reo
*Trips
*Invitations to play
*Events
*Local curriculum

	Adult Education and Learning

	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bi-cultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui
	ADD – e.g. ideas
*Bicultural workshops
*Focus/Goal for the term
*Mini workshop at centre hui

	Community

	Te Wiki o Te Reo Māori
ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	Waitangi Day
ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	Matariki & Puanga
ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	Matariki & Puanga
ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections
	ADD – e.g. ideas
*Centre kawa
*Events
*Iwi/hapu connections



8

