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Introduction

To apply for a licence to operate an early childhood service, a person involved in the governance of
the proposed service needs to complete our EC1-CB form and attach appropriate documentation.

In this publication, you will find details about the application process and the documentation that needs
to be submitted with a centre-based early childhood service licence application. It also has information
about the required statutory declaration and sole trader declaration.

This is a guide only and further information may be required to help assess an application on a
case-by-case basis.

Before starting your application see our guides:

¢ Introduction to early childhood education services
e Starting an early childhood service — A guide for people starting a centre-based service

You can find these on our website.

Guides and factsheets — Ministry of Education
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Do you need a licence?

If you want to provide early childhood education and care service, you will need a licence.

An early childhood education and care centre is defined in the Education and Training Act 2020 as
premises used regularly for the education or care of 3 or more children (not being children of the
persons providing the education or care, or children enrolled at a school being provided with education
and care before or after school) under the age of 6:

e by the day or part of a day, but
e not for any continuous period of more than 7 days.

Who doesn’t need a licence?

In most situations, you do not need an early childhood education and care licence if you are:

e aregistered school

e ahostel

e an Oranga Tamariki residence

¢ a health or hospital institution run by the Ministry of Health or Health NZ

e a hospital care institution

e achildren’s health camps funded by state services to provide education services

e premises where all the children who are present are members of the same family and in the care
of a family member or a caregiver who is not acting for gain or reward.

However, you will still need a licence if there are 3 or more children under the age of 6 who are the
children of:

o staff members
e people attending the premises as residents or students.

Two hours per child per day

You do not need a licence if your premises is providing education and care to 3 or more children under
6 years old, but where each child stays no more than 2 hours a day.

Parents and care givers must also be:

e near by
e contactable
e able to resume responsibility for their child at short notice.

There’s no limit on how many 2-hour blocks can be provided across the week. An individual child can
attend on different days (and for more than 4 hours across the week) if they are there for 2 hours or
less a day.

If you are providing this service, you must still comply with the requirements for limited attendance
childcare centres under the Health and Safety at Work Regulations.

Applying for a centre-based education and care service licence 3



Health and Safety at Work (General Risk and Workplace Management) Requlations 2016 — New
Zealand Legislation

Four hours a week

You do not need a licence if your premises is providing education or care to 3 or more children under
6 years old for no more than 4 hours in a week. You can have the children for more than 2 hours if the
weekly total is no more than 4 hours.

Parents and caregivers must also be:

e nearby
e contactable
e able to resume responsibility for their child at short notice.

Figure 1 Do | need a licence decision flowchart

Do you regularly provide No
education and care for 3+
children under 6 years?

Do your premises match any of
the excluded types on the list
mentioned above?

Yes - go to step 3
No - go to step 4

Are your premises also used
for education and care for
children of staff members/
residents/students?

No

Are your premises used for the

provision of education or care No

of children for more than: >
« 2 hours per child per day, or

« 4 hours total per week?

You do not need a licence
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Before you apply for a licence

There is a lot of work that needs to be done before thinking about applying for an early childhood
service licence.

You must have your premises ready, ensuring they comply with the Building Act, Education (Early
Childhood Services) Regulations 2008 and the centre-based education and care service licencing
criteria.

The following assessments, approvals and registrations must be completed:

e Heath assessment report
e Building evacuation scheme signed off by Fire and Emergency New Zealand
e Emergency management plan — emergency supplies must be ready.

Policies need to be developed and staff/femployees must be ready to start work.

Requirements from legislation, regulations and licensing criteria for the type of early childhood service
you want to start need to be met.

Our website and regional statistics

For more information about starting a centre-based early childhood service see our website:

Introduction to early childhood services — Ministry of Education

Starting a centre-based ECE service — Ministry of Education

Look at the Education Counts website to get an idea of how many and what types of early childhood
service are already in your area, to assess demand.

Information about early childhood services — Education Counts

Guides

For more information about early childhood services and how to start a centre-based education and
care service, see our guides, Introduction to early childhood services and Starting an early childhood
service — a guide for people starting a centre-base service.

Guides and factsheets — Ministry of Education

Talk to us

Once you have done your research, contact your regional Ministry of Education office to talk to us. We
will explain more details about the application process and answer any questions you may have.
Talking to us gives your application the best chance of being successful.

Regional offices — Ministry of Education
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Probationary licence application

A probationary licence is the initial licence you need to apply for. A full licence assessment is carried
out by the Ministry within 12 months of getting a probationary licence.

During the full licence check, the Ministry of Education will assess policies, practices and curriculum
implementation in action.

Application fee

There is a non-refundable application fee of $2,817.50 (including GST). We need proof of payment
before we review your application.

Applying for a centre-based education and care service licence



The form

The form that needs to be completed to apply for a centre-based service is the EC1 - CB.

ToT Application to Become a
Otutw o Centre-based EC1-CB
te Mdtoura
u-.«-r. ol M.r??n Early Learning Service
{Barly € Survicus) fegulations 2008

[OFFICE LY ) DATE RECEIVED

Before completing this form, contact your local Ministre gffice so we can sxplain what the
process

This application must be completed by a persan involved in the gowernance of the propesed service.

This applicatian will inour a nan-refundable application fea of $2,817.50 inclusive of GST.

Privacy Statement

This applicatian farm collects persanal infonmatan to assess your under e (Early
Childhood Services) Regulations 2008 (the regulations). We also use this mfarmation to:

# make licensing decisions, such as whether wour service mests the requirements of the
requiations and licensing critera

# maintain accurate records. incuding data ouality and comoliance. onooina reaulatary
compliance documentation and hestorcal kcence data

+  Inwestgate complaints ar mcidents, snsuring we can follow up on ssues or safety CONCEms

+  produce grectories, reports, and stabstical anabysis, which may be sharsd publichy ar with
govermiment agencies for transparency and oversight

» share refevant information with the Education Review Office [ERO] to support thelr evaluation
and review functions

+« commuricate impartant updates, induding changes in regulations, lcensing requirements, ar
prafessicnal development cpportunities relevant to your sarvice,

The information collected in this fonm, unbess otherwise stabed, will not be discosed o any third parties
unless It s autharised ar reguired by law.

Bf you don't provide the infonmation reguired in this foom, the Ministry of Education [the Minstry) may
not be able to process your applcation.

Thl: could result in delays, or your applcation being declined. IF you would ke to disouss the
on that ks collected in this apolication process, phease contact your Ministry regional office.

Individuals hiawe the right fo request access to and correction of personal information. If you ar nnwn:
namied in this applcation would like to request access ta of cormection of your persanal |
phease contact your Ministry regicnal office.

EC1-CH {Aprd 2026) Paga 1 af 16

You can download the form from our website.

Application form and fee — Ministry of Education
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Documentation

You need to provide documents related to your service management, staffing, building and curriculum.

For some of these documents, you will need to contact other organisations. For example, contact your
local council for documents relating to the Resource Management Act 1991 and Building Act 2004.

To help you with contact details for these organisations, see our list of useful contact information.

Guides and factsheets

General requirements

Governance

A list of the names and roles of all persons to be involved in the governance of the service.

Relevant regulation:
Education (Early Childhood Services) Reqgulations 2008, Reqgulation.6(3)(b) — New Zealand Legislation

Governance police vetting

Police vet (less than 3 years old) for each individual involved in the governance of the service who is
not a children’s worker.

Relevant regulation:
Education (Early Childhood Services) Reqgulations 2008, Regulation 8(a) — New Zealand Legislation

Certificate of Incorporation (if applicable)

Certificate of Incorporation as a company, charitable trust, or incorporated society.

Charitable tax status (If applicable)

IRD notification of charitable tax status.

Evidence of staffing

To demonstrate compliance, your application must be accompanied by evidence of staff being
employed or engaged and ready to commence work when the licence is issued.

Also provide copies of completed safety checking records and results for all children’s workers who

will be working at your service.

Relevant regulation:
Education (Early Childhood Services) Regulations 2008, Requlation 47 — New Zealand Legislation

Relevant licensing criteria:
GMA105 Human resource management — Ministry of Education
GMA106 Safety checking — Ministry of Education

Applying for a centre-based education and care service licence 9
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Teaching qualifications and practising certificates

Certified copies of recognised teaching qualifications and practising certificates for the Person
Responsible and people counting towards qualification requirements.

Relevant regulations:

Education (Early Childhood Services) Requlations 2008, Regulation 6(3)(a) — New Zealand Legislation
Education (Early Childhood Services) Regulations 2008, Regulation 44 — New Zealand Legislation
Education (Early Childhood Services) Regulations 2008, Schedule 1 — New Zealand Legislation

First Aid certificates

Certified copies of First Aid certificates from an accredited first aid training provider.

Relevant regulations:

Education (Early Childhood Services) Regulations 2008, Regulation 6(3)(a) — New Zealand Legislation
Education (Early Childhood Services) Regulations 2008, Regulation 44 — New Zealand Legislation
Education (Early Childhood Services) Regulations 2008, Schedule 1 — New Zealand Legislation

Relevant licensing criterion:
HS119 First aid qualifications — Ministry of Education

Supervision Plan

A supervision plan that shows staffing and that children are supervised at all times.
Provide evidence that adult to child ratios are maintained:

e in the indoor and outdoor areas
e over staff breaks
¢ during any periods of administration (non-contact).

Relevant regulations:

Education (Early Childhood Services) Regulations 2008, Regulation 6(3)(a) — New Zealand Legislation
Education (Early Childhood Services) Regulations 2008, Reqgulation 44 — New Zealand Legislation
Education (Early Childhood Services) Regulations 2008, Schedule 1 — New Zealand L egislation

Health report

Premises and facilities Health Assessment Report from your local National Public Health service.

More information about what the report is and how to organise one, visit Health New Zealand’s
website.

Early learning service health assessments — Health New Zealand | Te Whatu Ora

Relevant regulation:
Education (Early Childhood Services) Regulations 2008, Reqgulation 9(2) — New Zealand Legislation
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Evidence of where the contact person lives

Evidence that the service provider contact person resides locally. For example, a copy of a utility bill,
tenancy agreement.

A person will generally be considered to ‘reside locally’ if they live within the geographical boundaries
serviced by the local Ministry of Education office. If you are unsure whether the contact person would
meet this requirement, contact your local Ministry of Education office to discuss further.

Relevant regulation:
Education (Early Childhood Services) Requlations 2008, Regulation 3 — New Zealand Legislation

Plans, policies and procedures

Staff safety checking procedures

Your procedure for safety checking all children’s workers before employment or engagement, in
accordance with the Children’s Act 2014.

If you engage a children’s worker who has lived overseas, it is recommended that there is a process to
obtain a copy of a police certificate from the person’s country of citizenship and from any country they
have lived in for a year or more within the last ten years. This is in addition to the New Zealand Police
vet part of the safety check.

Relevant licensing criterion:
GMA106 Safety checking — Ministry of Education

Police vet and risk assessment procedure

Your procedure to obtain a Police vet and conduct a risk assessment of the information in the vet for:

e non-teaching and unregistered employees before they begin work at your service, and
e contractors and their employees before they have, or are likely to have, unsupervised access to
children.

Relevant legislation:
Education and Training Act 2020, Schedule 4 — New Zealand Legislation

Child protection policy

A written child protection policy that meets the requirements of the Children’s Act 2014. The policy
should contain:

e provisions for the identification and reporting of child abuse and neglect
¢ information about how your service will keep children safe from abuse and neglect
e how your service will respond to concerns of child abuse and neglect.

Relevant licensing criterion:
HS125 Child protection — Ministry of Education

Applying for a centre-based education and care service licence 1


https://www.legislation.govt.nz/regulation/public/2008/0204/latest/DLM1412506.html
https://www.education.govt.nz/education-professionals/early-learning/licensing-and-certification/licensing-criteria-for-centre-based-ece-services/governance-management-and-administration/gma106-safety-checking
https://www.legislation.govt.nz/act/public/2020/0038/latest/LMS176165.html
https://www.education.govt.nz/education-professionals/early-learning/licensing-and-certification/licensing-criteria-for-centre-based-ece-services/health-and-safety/hs125-child-protection

Social competence

A process for providing positive guidance to encourage social competence in children.

Relevant licensing criterion:
C110 Developing social competence — Ministry of Education

Evacuation scheme

The building’s operative evacuation scheme for public safety (fire evacuation scheme), approved by
Fire and Emergency New Zealand.

Relevant regulation:
Education (Early Childhood Services) Reqgulations 2008, Regulation 9(1)(c) — New Zealand Legislation

Emergency plan

An emergency plan and supplies to ensure the care and safety of children and adults at the service.

Relevant licensing criterion:
HS105 Emergency plan and supplies — Ministry of Education

Information provided to parents

Written or digital information so parents know how to access:

¢ the regulations and licensing criteria
¢ information about changes to your service’s licence status
e your most recent ERO report
e names and qualifications of each person counting towards qualification requirements
e details about the expenditure of any Ministry of Education funding received by your service
e your procedure for parents to follow if they wish to make a complaint about your service.
e information about:
— their child
— fees charged by your service
— how they can be involved in your service
— any planned reviews and consultation.

Relevant licensing criterion:
GMA102 Information provided to parents

Enrolment form

A copy of the enrolment form that will be used by your service.

Relevant licensing criterion:
GMA109 Enrolment records
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Annual plan (for new service providers only)

The service’s annual plan should identify 'who', 'what', and 'when’ in relation to key tasks the service
intends to undertake in the next 12 months.

Relevant licensing criterion:
GMA107 Annual plan — Ministry of Education

Annual budget (for new service providers only)

The service’s annual budget needs to include:

staffing costs, including leave entitlements

professional development costs

equipment and material costs for the ongoing purchase of new equipment and consumable
materials

provision for operational costs (such as electricity, telephone, food purchases and other day-to-day
items) and maintenance of your premises as appropriate.

It should also include the expected revenue from your funding sources.

You will need to provide access to your annual budget at the probationary licence assessment visit.

Relevant licensing criterion:
GMA108 Annual budget — Ministry of Education
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Building consents and diagrams

Compliance with the Resource Management Act 1991

A copy of the centre’s resource consent with any attached conditions showing that the premises
comply with the Resource Management Act 1991 in respect of their use as an early childhood
education and care centre.

Relevant regulation:
Education (Early Childhood Services) Reqgulations, Regulation.9(1)(d) — New Zealand Legislation

Compliance with the Building Act 2004

Evidence that the building complies with the Building Act 2004 in respect of its use as an education
and care centre.

New builds
For new builds or recently renovated premises provide:

e a code of compliance certificate (issued under section 95 of the Building Act 2004 )
e acompliance schedule (issued under section 100 of the Building Act 2004).

In certain circumstances, these may also be considered evidence of compliance:

e Certificate for Public Use (issued under section 363A of the Building Act) or
e Certificate of Acceptance (issued under section 96 of the Building Act)

Contact your local Ministry of Education office for more details.

Regional offices — Ministry of Education

Premises built before 1992

For premises built before 1992 and have not had building or renovation work, provide evidence of the
age of the building.

Warrant of fitness

If your premises also requires an annual building warrant of fitness (issued under section 108 of the
Building Act), you do not need to send in a copy of this document — it will be sighted during the
licensing assessment visit.

Relevant regulation:
Education (Early Childhood Services) Requlations, Regulation.9(1)(e) — New Zealand Legislation

Relevant legislation:

Section 95 of the Building Act — New Zealand Legislation,

Section 100 of the Building Act — New Zealand Legislation
Section 363A of the Building Act 2004 — New Zealand Legislation,
Section 96 of the Building Act 2004 — New Zealand Legislation
Section 108 of the Building Act — New Zealand Legislation
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Floor plan and site plan

Floor plan
A floor plan of buildings showing metric measurements and uses of each area.

To help with the assessment of your application, indicate any defined activity space where appropriate
(that is, where your service has designated areas/spaces for the use of children of a specific age
and/or number of children).

Site plan

A site plan of the entire premises showing metric measurements and uses of each area.

To help with the assessment of your application, indicate any defined activity space where appropriate
(that is, where your service has designated areas/spaces for the use of children of a specific age
and/or number of children).

Premises definition
To be granted one licence the premises must:

e be situated on a single site; and
e be for the exclusive use of the centre or hospital-based education and care service.

If the premises comprise of 2 or more components:

e each component must be immediately adjacent and connected to at least one other component;
and
e children must have safe access to each component.

In this regulation:

e component means any land or building that forms the part of the premises
e premises means the premises from which the centre will operate, or from which the hospital-
based education and care service will be provided.

Relevant regulations:
Education (Early Childhood Services) Requlations, Regulation.9(1)(a) — New Zealand Legislation
Education (Early Childhood Services) Requlations, Requlation 20A — New Zealand Legislation

Fees and funding forms
Application fee

Evidence that the application fee of $2,817.50, inclusive of GST, has been paid into our bank account.

RS3 funding form

A completed RS3 funding form is not a required document at the time of the EC1 application, but we
recommend that you include it. The RS3 can be submitted later but is required before the licence can
be granted.
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Statutory declaration

You will need to declare that the information you have provided is true and sign it in front of an

authorised witness.

Making a statutory declaration — New Zealand Government

The statutory declaration form is included as part of the EC1 — CB application form.

Example of the statutory declaration

13. Statutory Declaration by Service Provider

»  This statutary declaration mast be completed and signed by the appicant identified in Section 1 1o
front of she authorized gerson under Sectian & af the Oaths and Declarations Act 1957.

= Service providers that own or coerate mare than ane service may wish to phatacopy this part of the
foem onoe campieted. Piease nate that the statutary declaration shauld be no cider than 3 months If
yau Intend ta use & for subsaquent licence applications.

For more information about the statutcry declaration, see section 13, nate 2. This alsa tefis yau
what yau must da if any clrcumstance arises which might make this statutary declaration Incorrect.

STATUTORY DECLARATION
{First Sehichul, Daths and Deelarationns Azt 1957)

TO ACCOMPANY APPLICATIONS FOR LICENCES TO OPERATE EARLY CHILDHOOD
EDUCATION AND CARE CENTRES

1 af
{reeert full rame of parscn compliting apelcation] et place of abode]

nsert cecupaticn)

Mote: Ta complets this declaration - you must tick one of the options have/da nat have

1 SOLEMNLY AND SINCERELY DECLARE THAT:

entity] which is applying for a
Ilmrullnna!v licence for an early mllﬂlmnd service. T have full mnmrltv to make this declaration an
[entity]'s behalf.

To the best of my knowledge, I, and each person whe Is inwclved in the governance of the propased
service:

have any current or previous role 25 a governing member of an entity or
organisation that became inscivers, induding being placed in liguidation,
ko not have receivership, or volintary administraticn
heve any profébRion againss acting a5 an emglkoyer o an officer of an empicyer
i under the Emplayment Retations Act 2000 to which the individkial is, o has
[ Ho not have been, subject

any previous invehement in an early chidhood service in respect of
[ Ihave which—

1) an application for a licence was refused; or

[ o not have
- (i} a licence was suspended or cancelled

have previous registration wih the Teaching Coundl of Aotearna New Zealand,
and that registratian was cancelled for any reazan.
He net have

1 understand that:

1. This information is required far the purpose af enabling the Minstry of Education to determine
whather members af the service provides, including the applicant, are sultsble to be invelved in the
gavernance of the propased sarvice.

2. This Informatian is required pursuant o reguiations &(2)(k) of the Education (Early Chiidhoad
Services) Reguiations 2004.

3. 1must complete this application on behalf of
. Siw Sactioe 13, nate 1 for cieifeation.

4. 1t ks an offence under section 111 of the Crimes Act 1961 to make a false declaration where that
daciaration would amaunt to perjury i made an cath in 3 judidal proceeding.

5. Where [ have answered In the affirmative ta any statement abave, | have attached all the relevant
detalls In relation to the mater.

Mote: Do mot complete the following section until you are in freet of the authorised person witnessing your
declaration.

After the declaration is made and signed, thers must mot be any alberations. { Refer ta Section 15, note 2)

have
a any previous canviction for any offence
__da nct have
have
. — any in, ar with, an that has besn
io not have canuicted af 2n chlence
— any hiszcry of health conditionss that may afect the individual's asiity to
have coemply with the Education ang Training Act 2020 (the Act, the Equcation
S {Early Childhood Senvices) Aeguiations 2008, and any regulations made
o not have under section 636 of the Act
harve any propesty order or personal arder under the Profection of Rersonal and
a4 | Proparty Rights Act 1988 to which the persan is, or has been, subject
do not have
have any sum of money owed, or previcusly cwed, tn the Crown, Including in
e respect of bodies that the individual has been involved in managing
| donot have
[ Thave any adjudication of bankruptcy under the Insalvency Act F006 or the
I Insalvency Act 1967
do not have
y pronibiticn on being @ director o prameter of, or being concermed of
__have (:Icln; part in the management af,—
15 {1} a campany under the Companies Act 1993; or
flo not have {ii} any caher bady corporate

1 make this salemn declaratian conscentiausly believing the same to b true and by virtue of the Gaths and
Declarations Act [957

Your signature

Declared at this day af .
1Placa, far wxamps, town e ety [msart day, 5. 224 (rsart menth and yuae)

of person taking declaration)

Before
(deatace of tha Pt or Gihr person au ok b Lok & SLalulery Datlartan)

{Full name of person taking declaration)

{Capacity, e.g. Barrister, Justice of the

fy childhaod aducation and can centnd, tha body, agancy. o persse wha o

Statutory declaration witness

Section 9 of the Oaths and Declarations Act 1957 lists those who are authorised to take a statutory

declaration.

Section 9 of the Oaths and Declarations Act 1957 — New Zealand Legislation

It is your responsibility to ensure that the person you select is authorised to witness your declaration.

You will need to sign the statutory declaration in front of the authorised person you have chosen.

You should check that the person completes the form with:

o their signature
e their full name

o the capacity under which they are signing the declaration. For example, a Justice of the Peace or

a barrister of the High Court.

After the declaration is made and signed, there must not be any alterations.
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Who the statutory declaration must cover

When the governance of the proposed service is made up of a group of people, the statutory
declaration needs to cover the officers of the organisation that has identified itself as the service
provider. In most cases, the deed of incorporation for the legal entity will determine this. The following
table outlines the most common scenarios for service providers.

If the service provider is... Then the statutory declaration should
cover...
An incorporated society the office holders (such as Secretary, Treasurer

and President)

A trust board the board members
A company the company director(s)
An individual person (whether registered as only that person

a legal entity or not)

An unincorporated body the people who identify themselves as being
part of the governing body

Other matters that need to be declared

The Secretary can require a statutory declaration for any other matter considered relevant.

The Secretary requires the applicant and those involved in the governance of the service to declare if
any governance members were previously registered with the Teaching Council of Aotearoa New
Zealand, and if registration was cancelled for any reason.

Relevant legislation:
Requlation 7 of the Education (Early Childhood Services) Reqgulations 2008

Getting information from the people covered by the
statutory declaration

As the person signing the statutory declaration, you must satisfy yourself that the information supplied
is correct. How you collect this information from the other people covered by the statutory declaration
is up to you and your organisation. There is a range of ways that this might be done, including:

¢ information gathered through your recruitment or election processes

e personal knowledge of the person

e verbal assurances

e written attestation

e seeking Police vets in relation to past convictions

¢ individual statutory declarations from each person covered (so that the statutory declaration to the
Ministry of Education becomes a composite of individual declarations to the applicant).
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Deciding how to respond to the statements on the statutory
declaration

You must tick one of the options at the beginning of each statement.

If the service provider is a group of people and an affirmative answer applies to one or more people
you must answer in the affirmative on the statutory declaration.

Most of the statements are relatively straightforward. People will know if they have any convictions,

adjudications of bankruptcy, etc. The main exception will be statement (c) regarding health conditions.

It is important to be clear about the difference between:

1. a mental/physical condition that might prevent people from managing their role in complying with
the conditions of a licence or obligations under the regulations and

2. any other condition that would not have this kind of impact.

Relevant factors to consider might include, for example, health problems that require frequent
hospitalisation or sick leave, or that might render a person unconscious or quickly incapacitated.
Frequency and severity of those conditions might also be relevant.

Answering in the affirmative (i.e. ‘have’) to any of the
statements on the statutory declaration

If you answer ‘have’ for any statements, you must attach all relevant information in relation to the
matter. Answering ‘have’ to any statement does not automatically exclude the service provider from
being deemed fit and proper to hold a licence. All decisions about granting or not granting a licence
are made on a case-by-case basis, at the Secretary’s discretion.

What to do if something changes

What needs to be done if, for example, new people become part of the service provider, or people’s
circumstances change that make the statutory declaration incorrect?

A service provider must notify the Ministry of Education as soon as practicable if any of the
circumstances under (a) to (k) on the statutory declaration form have changed for any person who is
covered by the statutory declaration.

Relevant regulation:
Education (Early Childhood Services) Requlations 2008, Requlation 35 — Leqislation New Zealand

You do not need to notify us every time someone new becomes part of the service provider unless that
person’s circumstances make the information you have provided on the statutory declaration incorrect.

Verbal or written advice of a change of circumstances will be accepted and a new statutory declaration
will not be required.

We will review the new information and decide whether the service provider continues to be fit and
proper to hold a licence.
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Given the range of unique circumstances that may be identified, all decisions are made on a case-by-
case basis at the Secretary’s discretion.

Important: If you intend to use the statutory declaration in subsequent licence applications for other
services you may own or operate, it should be no older than 3 months to be accepted.

Equity index number and sole trader
declaration

The equity index (EQI) measures the extent an early childhood service draws children from low
socio-economic communities. The EQI is used to determine eligibility for Equity Funding.

The EQI is worked out on the basis of enrolled children’s addresses and information taken from the
New Zealand Census 2006. The EQI for casual services is determined using the average for all other
ECE services in the same area.

For sole traders, the equity index number is considered personal information, as it is information about
an identifiable person (the sole trader). So, we must obtain consent from sole traders to disclose the
equity index number relating to the services they operate.

The information (i.e. your service’s equity index number) we seek to release does not contain other
personal information and is calculated based on the children attending your service at a service level.
The privacy of the children and families using services is protected, as data in the Integrated Data
Infrastructure is governed by robust confidentiality rules and is de-identified.

We intend to provide each service with their number once calculated. Decisions have yet to be made
on publishing equity index numbers. If we decide to publish equity index numbers, we will seek your
permission separately.

In the event you do not agree to the index being released or withdraw your consent in the future, we
will develop a bespoke equity index number for your service. This number may not accurately reflect
the current circumstances of the children attending your service, which may affect your service’s
entitlement to equity funding.

Your consent will remain valid for the duration of your licence to operate your early childhood service.
Should there be a change in ownership of your service to someone who intends to operate as a sole
trader, we will seek a separate consent from the new owner when they apply for their licence.
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How to send us your application

You'll need to print the form. Sign it. Scan and email or post your completed form (along with other
required documents) to your Ministry of Education regional office. You may like to keep a copy for your
personal records.

Regional offices — Ministry of Education

If we need more information

If we need more information from you, we will contact you and ask you to provide it to us within
10 working days.

We will start assessing your application once we have received all the required information and
payment of the application fee.

Visit to your proposed service

If you meet the requirements on the application form, we will contact you to make a time to visit your
proposed service premises.

Before we arrive, set up your premises as if they are ready for children to attend. For example:

¢ the building works should be completed

e the education programme should be ready

e furniture and equipment should be installed, and
e administrative systems should be in place.

Make sure the service provider contact person, and any other staff you want to be there, can be there
when we visit.

We will look at all aspects of your centre, including:

e the building

e the children's resources

e teaching qualifications and ratio requirements
e health and safety considerations

e governance and management considerations.

We may take notes, photos, or other evidence to support our assessment.

For a full list of the areas we will check, and other documents you will need to provide, see the
centre-based EC3 assessment tool. Ask your regional office for a copy.
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How long it takes to get a decision

The regulations require us to take all reasonable steps to make a decision as to whether your
application is successful within 30 working days of receiving your complete application.

We need all information and payment of the application fee before we can start assessing your

application.

Relevant regulation:
Education (Early Childhood Services) Requlations 2008, Reqgulation 11 — Legislation New Zealand

If your application is successful

If your application is successful, we’'ll email or post you your licence. The licence shows details about
your service, such as the hours children may attend and the number of children you are allowed to
have.

The initial licence you receive may be issued for a lower maximum number of children than the service
can be licensed for. In determining the maximum number, consideration is given to how many children
are ready to enrol and your staffing numbers. As you increase enrolments and staffing, you can apply

to increase your maximum number using an EC8 form.

You must display your licence at your service for parents and visitors to see.

If your application is not successful

We will let you know if your application is declined and provide the rationale for that decision.

Full licence

A full licence assessment must be carried out by the Ministry within 12 months of you getting a
probationary licence. During the full licence check, the Ministry of Education will assess policies,
practices and curriculum implementation in action.
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