
Te Kōhanga Reo o Ngā Kuaka (Ngā Kuaka) 

 
Communication Policy 

 
1. Rationale 
1.1 Electronic and non-electronic (eg. Notice board) communication is essential for 

sharing Kōhanga Reo news and information with our members.  
1.2 Our communication will be timely, appropriate and related to Kōhanga Reo kaupapa. 
1.3 Our aim is to have all whānau and kaiako up to date and fully informed about 

matters pertaining to their tamaiti and operations pertaining to Te. Kōhanga Reo o Ngā 
Kuaka. 
 

2. Purpose 
2.1 Use a range of tools to communicate with our whānau; aiming to have multiple 

platforms available to achieve transparency. 
2.2 Our communication will protect whānau privacy, maintain clear boundaries and 

ensure that bullying and harrassment does not occur. 
2.3 The cyber safety policy will guide use of online communication platforms including 

social media. 
2.4 The Tumuaki willshare responsibility with a delegated staff member to provide 

accountability and control over material published on Te Kōhanga Reo o Ngā Kuaka’s 
website and any related discussion groups or social media websites such as 
Facebook, Youtube or Twitter. 

 
Guidelines 
Non-electronic tools 

 In keeping with Tikanga Māori, the preferred and most effective form of 
communication is ‘kanohi ki te kanohi’.  On drop off and collection of our 
tamaiti/tamariki is the best opportunity to pass on reminders and exchange 
information pertaining to tamariki and Kōhanga Reo operations. 

 It is mandatory for kaimahi and whānau to converse at these two points of daily 
contact irrespective of if there is no new kaupapa to be exchanged. 

 Our pānui board is strategically placed next to our sign in sheet, so each whānau and 
kaimahi read communications. 

 The pānui board is updated daily by kaimahi and whānau members. 

 The communication book will be checked by kaimahi once in the morning. 
 
Non-electronic communication 

 Should be restricted to Kōhanga Reo matters. 

 Must not offend, intimidate, humiliate or bully another person. 

 Must not be misleading, false or injure the reputation of another person. 

 Should respect and maintain the privacy of members. 

 Must not bring Te Kōhanga Reo o Ngā Kuaka into disrepute. 
 
  



Website 

 Our website will include current information on enrolments, social events, 
committees, policies, constitution, rules and by-laws. 

 No offensive content or photos will be published. 

 If we intend to publish a photo of a tamaiti, we will first seek permission from 
his/her parent or caregiver and take care not to provide identifying information. 

 We will seek feedback from members to improve the information available on the 
site. 

 The operations of the website will be performed and controlled by the Tumuaki, 
delegated staff member and when necessary, an approved whānau member. 

 Complete review of website details (eg. Phone numbers, email addresses) will be 
checked and changed if needed every two months. 

 Complete review of website function (eg.ensuring links work) will be checked every 
two months and presented to the next appropriate whānau hui. 

 
Text and e-mail 
Executive members, whānau members and kaimahi may use text and email to provide 
information about non-urgent matters, Kōhanga sanctioned events and other Kōhanga Reo 
business. 
However: 

 Text messages will be short and about Kōhanga Reo matters only.  

 Email communication will be used when more information is required. 

 In an emergency, a text message will alert whānau and a detailed message will be 
provided across electronic platforms. 

 
Social media websites 

 We treat all social media posting, blogs, status updates and tweets as private 
‘content’. 

 Postings (written, photos, videos) will be appropriate for a whānau audience and 
feature positive Kōhanga Reo kaupapa, panui and hui. 

 Challenging or sensitive issues must be discussed and authorised by either the 
Tumuaki or the executive. 

 No personal information about our members will be disclosed without consent. 

 No statements will be made that are misleading, false or likely to injure a person’s 
reputation. 

 No statements will be made that may bring our Kōhanga Reo into disrepute. 

 Abusive, discriminatory, intimidating or offensive statements will not be tolerated.  
Offending posts will be removed and those responsible will be blocked from the site. 

 Regulation of social media platforms will be monitored by the delegated staff 
member on a weekly basis. Concerns shall be raised with the Tumuaki, in consistency 
with the Cyber-Safety policies. 

 Any whānau, kaiako pr executive member can raise concerns around content and/or 
themes of posts. 

 Review of active members within social media groups/websites of Te Kōhanga Reo o 
Ngā Kuaka should be performed by the delegated staff member and Tumuaki on a 



three-monthly basis, and it is mandatory for leaving whānau to be removed from 
these groups/websites. 

 
Information timelines 

 Information pertaining to changes in operating hours should be given at least one 
month in advance, on all platforms. 

 In emergency situations when this is not possible, messages will be sent via text and 
detailed updates will be provided via electronic platforms. 

 Information regarding upcoming hui and social eents should be released ideally at 
least one week prior. 

 
We expect our whānau to conduct themselves appropriately when using electronic 
communication to share information with other whānau (kaimahi, executive inclusive) or 
posting on public websites connected to Te Kōhanga Reo o Ngā Kuaka. 
 
Electronic communication 
Electronic communication should: 

 Be restricted to material pertaining to Te Kōhanga Reo o Ngā Kuaka; 

 Be suitable for whānau audience; 

 Be appropriate and not offend, intimidate, humiliate or bully another person; 

 Not be misleading, false or injure the reputation of another person; 

 Be respectful and maintain the privacy of all whānau; 

 Must not bring the Kōhanga Reo into disrtepute. 
 
Non-compliance 
Members may face disciplinary action for sending inappropriate electronic communication 
or posting online content or comments that harass, offend, bully or humiliate another 
whānau member as outlined in the Cyber-Safety policies. 
Under certain circumstances cyber-bullying (bullying, intimidation, haraasment, derogatory 
or offensive behaviour/comments) that is carried out through a service such as email, chat 
rooms, discussion groups, instant messaging or websites is a crimial offence that can be 
reported to Police. 
In addition, members who publish false or misleading comments about another whānau or 
whānau member on any electronic platform may be liable for defamation. 
 
Crisis and Emergency Procedure 
The following actions will guide kaimahi and whānau procedure should a crisis or emergency 
occur within Te Kōhanga Reo o Ngā Kuaka. 
Step 1:  Tumuaki to determine whether it is safe to remain on site, or if evacuation is 
necessary. 
Step 2:  Whānau (caregivers and parents) will be sent a message via text, informing 
them there is a crisis or emergency.  Regular updates will be sent via online platform, with 
reminders to check via text message. 
Step 3: If tamariki need to be collected, caregivers and parents will be notified via text first, 
online platform and then a follow up phone call if necessary. 
 


