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Welcome

In this booklet, we aim to give you all the information you need to help you 
choose quality early learning for your child(ren)/tamariki.

Have a read and see what makes Little Citizens so special.

We hope you find this a useful resource. If there is anything in this booklet 
or in our curriculum you would like to know more about, please ask our
Kaiwhakahaere Matua/Centre Manager Emilie Mellor.
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Hours

Open 7.45am to 5.30pm Monday to Friday, excluding public holidays and a 
brief break between Christmas and New Year. 

Fees are not charged for these days, or for other forced full day closures 
such as snow days.

Location

158b Oxford Street
PO Box 2391, South Dunedin 9044

Phone 466 3223
Emilie Mellor - Kaiwhakahaere Matua/ 
Centre Manager
Mob:  027 545 5548

emiliem@mmsouth.org.nz   
www.littlecitizens.org.nz

                   / LittleCitizens

                   www.instagram.com/dunedinlittlecitizens/

We are licensed for 75 children 

      58 places for over 2 years
     17 places for under 2 years

We set the number of teachers using the Ministry of Education ratios.
 

Contents

ContentsFAQs
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Cost/Fees

We have one easy-to-calculate flat rate of $8.15 per hour per child. 

  We provide delicious, healthy food approved recipes from the 
                   Heart foundation at no extra cost. 

  Most outings are free. 

  We offer 20 hours per week FREE to over-3s.

  Work and Income childcare subsidies are available.

  See page 23 for more detail on fees and subsidies.
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Why choose Little Citizens?

We believe every child deserves the best possible start. That is why
Little Citizens Early Learning Centre provides a total package of quality 
education and childcare to make sure every child has the skills and 
knowledge they need for their learning journey. This includes: 

 A detailed curriculum delivered by qualified and experienced teachers. 

 A checklist of developmental milestones.

 High quality centre (see our great Education Review Office report!)

 A large outside play area with room to run and play and equipment that   
 will challenge your child.

 Inclusive, welcoming, friendly environment.

 Competitive pricing of fees.

 Convenient drop-off, handy location.

Why choose Little Citizens?

  Guided by Te Whariki - our national Early Childhood Curriculum

 Child-centred approach which supports and challenges

 Committed to incorporating Te Reo Māori, tikaka and cultural experiences

 ENGAGE programme is implemented daily (helping develop children’s 

         self regulation)

 Children develop skills through fun games and activities

 Educa – online profiles making it easy for whānau from all over the world   
 to follow and participate in your child’s learning journey
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Our philosophy

He Panonitanga Huanui! Nā te tautoko, nā te werowero ka hua ake tō ao. 
Change that works: Enough support and challenge for you to risk a 

better future. 

At Little Citizens we are guided by Te Whāriki (the Early Childhood 
Curriculum ), the aspirations and character of our tamariki and their whānau, 
and by the values of whānaukataka (reciprocal relationships), manaakitaka 
(kindness, hospitality and caring for others), aroha (love, compassion, and 
empathy), and kaitiakitaka (guardianship of our world).

Children flourish through meaningful challenges, supported by nurturing 
relationships and thoughtful risk-taking, growing into confident, capable 
learners.

We celebrate the cultural diversity and experiences that tamariki and their 
whānau bring with them. Our inclusive environment encourages tuakana 
– teina relationships, where older and younger tamariki learn from and 
support one another.

Little Citizens take pride in creating and
sustaining a nurturing learning
environment which embodies
our commitment to upholding
the principles of 
Te Tiriti o Waitangi.
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Enrolling at Little Citizens

We aim to meet your needs wherever possible. We have no minimum 
hours and will support you through the enrolment process. 

Call our Kaiwhakahaere Matua/Centre Manager Emilie on 466 3223 or text 
on 027 545 5548 about the hours you want.

Parents/caregivers may look through Little Citizens at any time, without
obligation. 
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A typical day at Little Citizens

Arrival time

Teachers welcome all children and whānau when they
arrive and chat about what each child has been doing
outside of the centre - a time of sharing
(whanaungatanga).

Individual and small group play

Children contribute to their learning by making choices about what they do. 
This might be by themselves or with, and alongside others. 

Group learning

The children have the chance to share their experiences and interests with 
their peers. This is also a time where there is a focus on the building blocks
of literacy.

Focused time

Before meal times the teachers and children join in a singing and action
song session.

This time provides the children with
the chance to build relationships,
have fun as well as promoting body
control, literacy, cognitive and
listening skills.
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Morning Tea

Kiwi Room - 9.30am – Tui Room - Rolling 9.30am - 10.30am
Kōtuku Room - 10:00am

Lunchtime

Kiwi Room - 11.30am – Tui Room - Rolling 11.30 - 12.30pm 
Kōtuku Room - 12pm

Over lunch we talk about what has happened in the morning and other 
things the children are interested in.

After lunch the children in the Kōtuku room clean their teeth with centre 
provided toothbrushes and toothpaste (if we have received written consent 
from the caregiver).  

Rest time

All children’s personal sleeping and resting rhythms are catered for and are 
guided by their individual routines from home, where possible. Teachers sit with 
children until they settle and if needed, until they fall asleep. 

Teachers check all resting/sleeping children regularly as per policy.

Afternoon tea - 2.30pm 

Tui Room - rolling 2.15-3pm

Tidying up
The children are encouraged to
help keep Little Citizens clean and tidy. 
This builds individual responsibility and
self-help skills.

Dinner

A hot dinner is served just after 5pm. 

Talk to Emilie for further details. 

A typical day at Little Citizens
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Farewells 

A special mat time is held for tamariki when they turn 5 which they plan with 
the Kaiako and lead.

Excursions

Exploring Dunedin/Ōtepoti is fun and educationally valuable.

We occasionally take the children on excursions  These could be 
spontaneous supervised walks in our communities or planned excursions 
to places like local schools, marae, museums, the library or book bus, or a 
special event. 

We check with whānau about planned visits and permission slips are sent 
home. There may be a small admission or transport charge for
special excursions. 

Farewells/Excursions
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Settling In

Once we have all of your documentation, we agree on a start date and your 
enrolment days and hours will be booked. We then offer settling visits over 
a two-week period before the official start date.

Settling visits are an opportunity for you to share important information 
about your child and family with our teachers. This includes details about 
likes, dislikes, routines, and interests. These visits allow your child to 
become familiar with their new environment, teachers, and peers, helping 
them to feel more comfortable and confident before being left without the 
safety of a parent or caregiver. Settling visits of up to six hours are free.

Children under 1 year - we recommend 5-6 settling visits. During these 
visits the parent/caregiver stays with the child for the first 2 or 3 times. They 
will involve opportunities to play, have a bottle and a meal and a sleep.

Children under 2 years - we recommend 4-5 settling visits. For the first 1 or 
2 visits, we encourage the parent or caregiver to stay with the child. These 
visits will include time for play, a bottle, a meal, and a nap.

Children under 3 years - we recommend 3-4 settling visits. The parent or 
caregiver stays for the first 1 or 2 visits. These visits will include time for play, 
a meal, and a nap. This gradual approach allows time for everyone to build 
relationships and get to know each other better.

Children over 3 years old - we recommend 2-3 settling visits. During these 
visits the parent/caregiver stays with the child for the first visit. They will 
involve opportunities to play and have a meal.
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Transitions

Transitions between rooms:

We find having a connected playground and shared spaces supports 
transitions through the 3 different rooms as they see and interact with all 
of the kaiako and tamariki throughout the day. During transitions we have a 
ritual that we follow but we are flexible and acknowledge that each tamaiti/
child is different and may need a different approach.

Kiwi - Tūī
Tamariki stay in Kiwi Room until they are 2 years old. Kaiako connect with 
whānau about when their tamariki might be ready to transition into the Tūī 
Room. This transition takes place over approximately 3 weeks. Kiwi Kaiako go 
with the tamaiti over to Tūī during different times of the day for the first week, 
then they’ll swap with a Tūī Room kaiako so they can start to get to know 
them better, involvement in Tūī routines is encouraged. In the third week the 
Kiwi Room kaiako encourage more independent play, full participation in Tūī 
routines as well as reducing support from the Kiwi Room kaiako.

Tūī - Kōtuku
The Kōtuku kaiako also visit the tamariki in their rooms, forming a strong 
relationship. They are them invited over to join the other Kōtuku tamariki at 
different moments of the day and encouraged to spend as much time as 
they like over there. This transition is generally shorter.

Transition to School

When your tamaiti turns approximately 4.5 Kōtuku kaiako will start having a 
conversation with you about starting school. We will develop with you and 
your tamaiti an individual learning plan to support the transition. You will 
need to visit your local schools and decide which one to enrol your tamaiti 
in. When you do the school will arrange settling visits with you, the parent. 
Please let us know your chosen school.

To support this process, where possible, Little Citizens will organise with the 
school an additional visit with a small group of tamariki. The purpose of this 
visit is to share in the experience with your tamaiti to better support them 
during this transition. During this visit it’s a great opportunity for us to share 
valuable information about your tamaiti learning journey. We also invite their 
new kaiako to visit them in our learning space so they can see them in their 
environment, which is another great way they get to know your tamaiti. 
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Keeping you connected

As part of making meaningful connections (whanaungatanga), you’re invited 
to spend time at the centre with your child/ren any time you want. This is 
a good way to build relationships with the teachers and to meet the other 
children and their whānau.  

We have a range of activities to connect us with our Little Citizens
whanau:
  A Facebook page and the use of Educa (a family engagement   
                   and communication software programme), which you are 
  welcome to post on, celebrating and recording things we do. 

  Pick up and drop off times are a great time to share information  
  about your child’s day/weekend.  This also provides an 
  opportunity to discuss your child’s learning and development.
  
  Notices about the centre happenings and important information.

  A Youth Outreach Coordinator from the public library facilitates  
  story time sessions throughout the year.
  
  Regular library bus trips.

  We participate in Polyfest in September.

  A Christmas party in December and Matariki celebration in June/July.  
  These are wonderful events and we encourage all families/
  whānau to attend.

  Holi, Diwali, language celebration weeks, Sea Week  - please   
  share with us any important dates you celebrate in your family.

  On occasion, whānau will be consulted on any reviews or policies 
  occurring at Little Citizens.

Activities and other information are posted daily on the big noticeboard   
in the main entrance.
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Meet our leaders

Other key staff 

 

Qualifications
We meet the MoE requirements of 100% qualified teaching staff and all of 
our teachers have a current first aid certificate.

Staff

Kaiwhakahaere Matua
Centre Manager
Emilie Mellor

Kaitiaki Pūtea
Accountant
Pip Hannah

Kaiako Kōhukahuka Matua 

Senior Teacher
Stephanie Watson
Kiwi Room

Kaiwhakarite
Administrator
Tamara Dixon

Kaiako Kōhukahuka Matua 

Senior Teacher
Melaine Whyte
Tūī Room

Taituarā a Hāpori
Community Services Specialist
Cait Gordon

Kaiako Kōhukahuka Matua 

Senior Teacher 
Kylie Preedy 
Kōtuku Room
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Quality assured

Little Citizens meets or exceeds all the Ministry of Education regulations to 
provide quality, educational and safety standards.

All policies relating to the rules and regulations governing the centre, as 
well as our curriculum document, programme guidelines and ERO reports 
are kept in the office and these are all available for family/whānau.
 
The Education Review Office reviews the centre on a regular basis. A report 
on the most recent review is available online or at the centre. 



Little Citizens                                                                                                                     17

Meals

Little Citizens provides breakfast, morning tea, lunch, afternoon tea, late 
snack and dinner, all are included in our fees. 

Breakfast

A yummy breakfast is available to all Little Citizens children, 
caregivers and siblings daily from 7.45am - 8.15am.

Caregivers must stay with their children and any siblings 
until their child’s booked starting time at the centre.

Lunch

We provide delicious lunch time meals with the
Heart Foundation tick. These are prepared on
site daily by our cook.

Other meals 

Morning and afternoon tea consists of a healthy heart approved snack such 
as egg and spinach cases, berry cheesecake, toast, porridge and crackers. 
Served with fruit and veggies, milk and water.

Dinner - 5pm (children enrolled between 5.15pm and 5.30pm 
will be served.

Little Citizens provides an optional vegetarian special hot dinner meal, 
approved by the Heart Foundation, for children who are enrolled later in the 
afternoons.
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What we’ll need from you

To help the smooth running of the centre and for the safety and wellbeing 
of your child, would you please —

  Record the time your child arrives and leaves the centre each   
  day and sign the attendance register each week.

  For any changes in enrolment, one weeks’ notice is required.  We  
  will do our best to accommodate your request. 

  Please phone or text us to let us know if your child will be away or  
  starting late. Tel: 466 3223 or text Emilie’s mobile on - 
  027 545 5548.  

  Tell us any changes to your address, phone number or care
  arrangements.

  Written notice (text, email or form) if your child is to go home with  
  someone other than who is listed on the enrolment form. If there  
  is a custody agreement/order please discuss with Katee. 

  Name all clothing, including shoes and socks. 

  Inform staff before leaving the centre with your child. 

  Keep your child/ren home if they are sick and let us know so we  
  can document and correctly manage. 

  Ensure that fee payments and Work and Income subsidies are
  up to date.
 

Our toys policy

Please support us by keeping your children’s own toys at home. This 
doesn’t include security toys such as teddy bears, etc.
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Clothes and supplies

Things you’ll need to supply

  Two complete changes of clothes. 
  
  Nappies.  If you are providing cloth nappies, please     
  provide a liner.  Any nappy cream that is needed.

  A named wide brim summer and winter hat.

  Bottles and formula or breast milk – enough for your child for the  
  day. Milk is only heated once, so extra bottles with small amounts  
  are preferable to minimise waste.

  A weatherproof jacket.

  We are not using plastic bags at the centre to     
  put childrens wet clothes in. Please can you
  provide a suitable bag for putting wet clothing
  in, or you can purchase one at the centre for $3. 

What we provide

  SPF 50 broad-spectrum sunscreen - if your child requires special  
  sunscreen this needs to be sent from home and teachers   
  informed.

  Individual bedding for the children when sleeping.

  Meals: morning tea, lunch, afternoon tea, 
  and an optional hot dinner meal. 

  Milk. 

  Wipes
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Fees

Our fees are set once a year. If there are any changes to the fees, plenty
of notice is given. You will be charged for the enrolled hours you’ve asked for.
Full fees are charged if your child is absent. If they’re in hospital or there are other 
difficult things happening in your child’s life, talk to us as we might be able to negotiate 
an exemption. 

21-day rule

If your child is eligible to receive 20 hours free ECE (early childhood education) funding, 
then it is important you understand what happens if your child is away from the centre 
for more than three weeks.  If your child does not come to Little Citizens for 21 days or 
more, then the free funding stops and you will have to pay the normal fees until your 
child returns. 

Please note:

•   The free funding kicks in again as soon as your child returns.
•   The 21 days includes weekends, meaning it works out to three weeks from the point  
    at which your child last attended.
•   This applies even if you tell us your child cannot attend – it’s a rule from the Ministry  
    of Education we must follow.

Payment methods & Collection of Fees

A range of options are available such as direct credit/ automatic payment,
Internet banking or cash.

You are liable for your child’s fees from their enrolled starting date.  
Please ensure that you do not owe more than two weeks fees. If this happens, we will 
ask you to:
     To settle the balance within 14 days, OR make contact with Katee   
                         to discuss possible options for a repayment plan. 

                         If neither of these happens, our Collections Policy will apply.  

Family Boost

If your household earns less than $180,000 per year before tax, you will be eligible for 
FamilyBoost. This program can cover up to 25% of your remaining childcare costs, after 
applying other government subsidies. 
 
The maximum payment is $75 per week, or up to $975 every 3 months.  A quarterly 
statement is sent from us at the end of each quarter.  You will need to log on to MyIR to 
follow the prompts to submit this to Inland Revenue to recieve the reimbursements.
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Fees

20 hours FREE for 3 and 4-year-olds

The Government funds 20 hours free ECE (early childhood education) for all 
children aged three and four. You can only claim a maximum of 6 hours a day. 
Any hours over 20 per week will be charged at our normal rate but talk to us as 
you may be covered by a Work and Income subsidy.  

Getting a subsidy 

A Work and Income subsidy is available to many families who have low to
medium family incomes.  You don’t have to be on a benefit to qualify.

You still have to pay a small fee per hour, but the subsidy covers most of the 
fees, so we really recommend that families take up their subsidy entitlements.
   
Please ask for details when you enrol. We will be happy to help you to apply. 
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Support when you need it

Little Citizens families and whānau have free support and advocacy 
available whenever they want.

Our Taituarā a Hāpori  – Community Services Specialist offers: 

  Advocacy, support and advice 

  Linking with government and community agencies 

  Help with Work and Income liaison and forms 

  Information on family assistance 
  
  Budget advice

  Parenting support 

  Behaviour management strategies
 
  Assistance with information about choosing schools and
  transitioning to school
 
  Any other areas you may want to discuss
 
Our Taituāra – Community Services Specialist, aims to meet with each 
family/whanau to develop and identify their needs and aspirations.  

They will be happy to meet with you either at the centre or in your home, 
whichever feels more comfortable for you.

Our Taituarā a Hāpori works Monday to Friday 8.30am to 5pm and can be
contacted on Tel: 466 3407 or Mob: 027 444 5045.

You can find their office down the hallway from the Little Citizens reception.  
Just go through the swinging doors and take the first left.  Please ensure 
that you check in at reception first.
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Positive guidance/Complaints

Positive guidance

Every child’s potential will emerge and flourish using positive guidance. 

Little Citizens has developed effective techniques that focus on respect, 
reinforcing positive behaviours, building strong relationships, coregulation 
and clear achievable expectations and routines. 

Complaints 

We want to hear if you have any concerns. All issues are acknowledged and 
dealt with confidentially, fairly and consistently. 

Little Citizens has a clearly defined way we use to resolve problems which 
we are happy to discuss with you. 
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Smoking/Parking

Smoking

Little Citizens is a smoke and vape free site.

This means there is no smoking or vaping within 
the centre boundaries or any of the buildings.

Parking

There is drop-off parking to the left of the main entrance. Please park
considerately and safely. We take no liability for any damage to cars in
our carparks.

Please be very careful entering and leaving, and especially when backing 
as children can be hard to see.
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Our History

Little Citizens was founded as the Dunedin Citizens’ Day Nursery in 1930 by 
the Dunedin City Council. This makes it the oldest early learning centre in 
Dunedin and one of the first early learning centres in New Zealand.
 
In 1954 the centre became part of the Methodist Mission’s work. It was
extensively redeveloped in purpose-built facilities at Hillside Road in 1966 
and 1988, and expanded to include neighbouring houses in Wesley Street.

Little Citizens moved to its current site, the former Forbury School, in
July 2012. 

The Mission is a registered charitable organisation that has been serving 
the Dunedin Community since 1890.

Our curriculum is secular (no religious content) and we welcome all chil-
dren from every background.
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Contacts

Little Citizens

158 Oxford Street 
P O Box 2391
South Dunedin 9044
Tel: 03 466 3223
Emilie’s Mob: 027 545 5548

emiliem@mmsouth.org.nz

Main Office

258 Stuart Street
Central Dunedin, 9016
Tel  03 466 4600
Fax 03 487 7284

admin@mmsouth.org.nz

Hi my name is Raymond.
   I live at Little Citizens andlove it here. The children takeexcellent care of me!


