
 

Te Kōhanga Reo o Ngā Kuaka (Ngā Kuaka) 

Privacy Policy 

1. Rationale 

1.1 Privacy is a concept that covers an enormous area and means a wide variety of things to different 

people, it is important that all people involved in Ngā Kuaka have a clear understanding of how 

the Privacy Act relates to their kōhanga  

2. Objectives 

2.1 To ensure that all information collected and stored about individuals by Ngā Kuaka is done so 

with the utmost regard for that person’s right to privacy under the Privacy Act 1993. 

2.2 To ensure that all information about an individual is only used for the purpose for which it was 

obtained  

2.3 To ensure that information collected is stored safely and securely 

2.4 Information collected is only used for the purpose for which it was obtained. Enrolment forms 

can be a useful means of gaining consent for gathering information for a range of purposes.  

Clauses can be added that inform the children’s guardians about what information is collected, 

what the information will be used for, how it will be stored, and who will have access to it. 

3. Procedure 

Te Kōhanga Reo o Ngā Kuaka will ensure that: 
3.1 Information about a person is collected directly from that person or from someone 

nominated by that person (e.g. an applicant for a position nominates a referee). 
3.2 2Explanations about what the information is going to be used for and whom else you 

will tell are given. 
3.3 Information is only used for a lawful purpose. 
3.4 Only information relevant for the purpose is collected. 
3.5 Information is stored with proper safeguards against loss or wrongful disclosure. 
3.6 Only people whose jobs directly relate to the information have access to it. 
3.7 Information is returned to applicants. 

4. Guidelines 

4.1 Ngā Kuaka will collect information about a person directly from that person.  (Must only contact 
people who the applicant has put down as a referee.) 

4.2 Explain what the information is going to be used for and whom else you will tell. 
4.3 Information will be used for a lawful purpose. 
4.4 Collect information only relevant to the position. 
4.5 Information will stored with proper safeguards against loss or wrongful disclosure. 
4.6 Only people whose jobs directly relate to the information will have access to it. 
4.7 Information will be returned to all applicants. 

 



 

5. Guidelines for privacy of information regarding children 

In our day-to-day workings with children, for the good of these children, these consent issues 
may seem obvious, but privacy is a concept that covers a vast area and means a variety of 
things to different people. We must be careful that we do not make assumptions, regarding 
the children in our care, that they may offend, humiliate, embarrass or even danger the child 
or their family. 
5.1 Information will be stored with proper safeguards against loss or wrongful disclosure. Only people 

whose jobs directly relate to the information and parents of the child will have access to it. Parents 
must be accompanied by a staff member when accessing their child’s personal information 

5.2 Information on a child enrolled at Te Kōhanga Reo o Ngā Kuaka will only be shared with others 
who need it to effectively carry out their duties related to that child. Consent will be obtained 
from parents/whānau for the sharing of this information on enrolment forms  

5.3 If the parent/guardian does not consent to the disclosure of any or all of the information, this will 
be clearly marked CONFIDENTIAL on that child’s records to safeguard against accidental 
disclosure. 

5.4 If consent has been obtained the information should be delivered in such a way that unnecessary 
personal information belonging to that child or others is not accidentally disclosed as well, e.g. 
blocking out unnecessary information or the children’s names. 

5.5 Children’s personal information can be given only to the child, the child’s legal guardians and to 
the people granted consent on the enrolment form.  

5.6 If one is at all uncertain, the legal guardian of the child will be contacted asked if the information 
requested can be given to the person/agency asking for it, or if they would like to contact the 
person/agency directly.   

5.7 Visitors to Te Kōhanga Reo o Ngā Kuaka must ask permission to gather information about the 
kōhanga, the tamariki and kaimahi before their visit.   

6. Privacy Officer 

The Privacy Officer of Ngā Kuaka is the Tumuaki. 
It is his/her responsibility to:  

 
6.1 Use information collected for the purpose it was collected for. 
6.2 Ensure personal information is securely stored. 
6.3 Ensure information collected is accurate. 
6.4 Make available to a person information held about them. 
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