
 

Service operating procedures for Covid-19 alert level 3 

PURPOSE 

The purpose of this document is to ensure that the service operates as safely as possible 
during Alert Level 3. 

RATIONALE 

It is important that children, educators, visiting teachers, translators, parents and whānau are 
both protected from infection and prevented from spreading from infection.  It is also 
important for (Service name) to support our community.  The teaching profession’s Code of 
Professional Responsibility, and the values that underpin the code, include commitments to 
learners, families and whānau, and to society.  These are continuing commitments, ones that 
we must fulfil in the safest possible way.  

These operating procedures are intended both to ensure that our service is safe and to give 
everyone in our community confidence that we are as safe as we can be. 

KEY PUBLIC HEALTH PRINCIPLES 

The two key public health principles that support Alert Level 3 are: 

• first to minimise the risk that someone gets infected in the first place, and 

• second to limit the number of possible contacts people have if they do get infected, to 

make it easier to rapidly stop further spread.  

MOE AND MOH GUIDANCE 

The overriding principle for Alert Level 3 is stay at home, other than for essential personal 
movement and going to work and early learning or school.  Parents and whānau should keep 
their children at home and maintain distance learning where that is possible.  Parents and 
whānau can send children to early learning if they need to. 

During Alert Level 3 (Service name) will be open to support our community with restrictions 
in place to meet public health measures. 

MoE has announced the following changes to normal ECE practice: 

• The number of children must be limited to 10 in an early learning bubble, which includes 

the educator’s own children, whilst meeting the regulations of 4 children under the age of 

6, at any one time. 



• People at higher-risk of severe illness from COVID-19 (e.g. those with underlying medical 

conditions, especially if not well-controlled, and the elderly) are encouraged to stay at 

home due to lack of ability to physically distance from young children.  

• Indoor temperature which is currently a minimum of 16 degrees Celsius needs to be 

increased to 18 degrees Celsius. 

• Ensure that children have their own food containers and do not give and take food to and 

from each other. 

• A need to regularly disinfect surfaces. 

• Wash and dry hands, cough into elbow, don’t touch your face. 

• If the educator or a member of the educator’s family is sick, then care cannot take place.  

• At this stage, we will not be providing Alternate care if the child’s educator becomes 

unwell and the child needs care. 

• Travel restricted to essential, including going to work and to early learning/school. 

HOW WILL WE KEEP YOU AND YOUR CHILDREN SAFE? 

Social Distancing and Bubbles  

The number of children must be limited to 10 (over the week) in an early learning bubble, 

which includes the educator’s own children, whilst meeting the regulations of 4 children 

under the age of 6, at any one time. 

 
Opportunities shall be taken to discuss with the children how infections can be spread by 
coughing, sneezing and touching. 

Children shall sleep in different rooms. Educators will ensure rooms, particularly those where 
children are sleeping, are well ventilated to keep the temperature at a comfortable level. 

During Alert Level 3, visiting teachers are will use electronic methods (Skype, Zoom, Facetime 
etc) to connect with educators, rather than physically visiting. 

Drop Off and Pick Up 

Children must be dropped off and collected by one person only. This must be the same 
person for the duration of level 3. 

We ask that the parent dropping off respects the 2m social distancing rule and meets the 
educator at the door. However, if a child is upset and needs settling, it is acceptable for the 
parent to enter the home as long as the 2m distancing rule between adults is adhered to. 
Please respect the needs of the children during this transition time and let them guide you. 
Their needs take priority. 



For contact tracing it is essential that we keep a record of the individual who dropped off and 
picked up each child.  Please print your name on the form rather than using just a signature. 
The sign in sheets will also be available at the front door. 

Health Monitoring 

Parents are responsible for monitoring their own health and that of their child and not 
coming into care if they feel at all unwell.  Children who display any symptoms must be kept 
at home. The child must also stay home if anyone in the home becomes unwell.  

If anyone at our service has symptoms of a respiratory illness, the educator or Visiting 
Teacher will call Healthline for advice. A test for COVID-19 may be suggested as part of 
efforts to quickly detect and eliminate the virus in the community. 

Personal Protective Equipment (PPE) 

MoH and MoE advice is that gloves and face masks are not required for normal 
activities.  Anyone wearing gloves for their own protection must remember that the outside 
of the gloves may become contaminated, so gloves being worn must be sanitised in the same 
way as bare hands. 

Hand Sanitiser 

Hand sanitiser shall be kept out of children’s reach so they do not drink it.  Properly washing 
hands with soap and water is recommended, but when this is not possible hand sanitiser may 
be used. Individual handtowels must be available for the children to dry their hands after 
washing and laundered in hot water and laundry detergent, at the end of each day. 

Other Hygiene Practices 

Please wash your hands and your children’s hands before you leave home for the educator’s. 

Educator’s shall ensure that children wash their hands when they arrive and just before they 
leave. 

The following will be removed during Level 3: 

• toys and equipment that cannot be easily sanitized 
 

During the day door handles, commonly touched surfaces and in-use resources shall be 
sanitized regularly.  

No food or drink can be shared between children. All normal hygiene practices shall be 
followed. 

WHAT IF THE SERVICE IS EXPOSED TO COVID-19? 



If we believe that someone at the service has COVID-19 we follow our normal 

processes.  These are detailed in document HS23 Response to Infectious Illness, in Appendix2 

to the Licensing Criteria and HS24 Medical assistance and incident management. 

 

If there is a confirmed or probable case linked with (Service name), we will be advised of that 

by the Medical Officer of Health. 

Our regional Ministry of Education staff will work with us and local health authorities to agree 
a plan. That will happen quickly and support will be provided to assist us to communicate 
with and support our parent community and staff. 

If the person or persons who are a confirmed or probable case have been in the home when 
they could have been infectious (which could start 2 – 3 days prior to having symptoms) we 
will be closed for at least 72 hours to allow time for contact tracing and a clean of the service 
to align with Ministry of Health guidelines. 

Close contacts at (Service name) would be anyone who had: 

• face-to-face contact in any setting within two metres of a case for 15 minutes or more 

• having been in a closed environment (eg, hospital waiting room) within 2 metres of a case 

for 15 minutes or more 

 
Close contacts will be required to self-isolate and will need to monitor for symptoms. 

Supporting Contact Tracing 

To support contact tracing we must keep records of who was at each home and 
when.  Please ensure that people record their names and don’t just use a signature.  We will 
ensure that any other adults, such as necessary tradesmen for repairs, also print their names 
when they book in and out.  

Fees 

[Note: you are welcome to use the below wording, or to add your own fee policy, taking into 
account the MoE guidance as provided in their panui, also below for your reference] 

Normal fees will be charged for attendance.  No fees will be charged if your child does not 
attend.  For children attending, normal notice of any non-attendance will be required.  During 
Level 3 your child’s place at the service will be protected even if they do not attend. 

MoE advice on charging parent fees: 
 

We appreciate that these are unprecedented times and many parents, whānau and 
caregivers are facing some considerable pressures during this difficult time. For some, the 
requirement to pay additional fees is a burden, especially if faced with substantial or 
complete loss of income.  
 
The Government is continuing to support early learning services through the ECE subsidy 
funding with no clawbacks during the lockdown period, and the access to the Covid-19 wage 



subsidy. We ask you to seriously review your policy of collecting parent fees during the 
lockdown. 


