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MIHI WHAKATAU
WELCOME
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Nau mau, haere mai, whakatau  mai ra e te iwi whanui,
kia whakapiri tatou i raro i nga manaakitanga korowai o

enei Piringa Whare ko "He Akoranga Mau"

Come, welcome, rest, let's all come together under the
supportive and nurturing cloak of our beautiful houses at

Training For You.

-
- -

-

-

Phone: 0800 438 848 or 06 349 0047

Web: www.trainingforyou.co.nz

Email :  info@trainingforyou.co.nz

facebook.com/trainingforyou

Instagram/trainingforyouwhanganui

22 Prosser Street, Elsdon, Porirua

148 Ingestre Street, Whanganui

Tena koutou katoa.

Congratulations on making the decision to enrol at Training
For You.  We are so pleased you have joined our whanau and
we are looking forward to supporting your learning journey.

Training For You strongly believes that education is the key
to creating a successful future.  We are here to encourage
and support, so that we can walk beside you on your journey
to achieve your goals.

We strive to make your learning experience as good as it
can be.  I welcome suggestions that you have about how
your course, or the campus could be improved.  Feel free to
email me at emma@trainingforyou.co.nz.

Noho ora mai

Emma

--

Emma Murphy

CAMPUS MANAGER
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This handbook is designed to help
you become familiar with its
relevant policies and procedures,
and what is required of you while
you are enrolled with us.

If you see a reference to a policy or
procedure and would like  to view
the entire document, please
contact us.  

Using Your Student Handbook
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Training For You is passionate about providing quality education that supports your dreams and aspirations
for education and employment.

Training For You is a Private Training Establishment registered and accredited by New Zealand Qualifications
Authority (NZQA) under the provisions of the Education Act 1989.

Our Vision

At Training For You we strongly believe that
education is the key to creating different
futures for our students. Whether in a
workplace or on a vocational course,
helping one person achieve in education
and training has positive flow-on effects for
their family, their employer and the wider
community. Our vision, Inspiring Futures,
Realising Potential and Achieving Success,
best captures this belief.

          

We offer a range of services that support your education needs whilst at Training For You.
These include:

One to one learning support for all programmes.
Classroom learning support for all abilities.
Pastoral care: health and wellbeing.
Career planning, and assistance with future study opportunities.  
Guidance with financial support i.e. Studylink

We are here to help you on your journey.  At any time don't hesitate to talk to your tutor 
or any of the Training For You staff.

by phone: 0800 438 848
by email: info@trainingforyou.co.nz
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ABOUT US

LEARNING SUPPORT

Our People

Our staff are highly qualified, with valuable
experience and expertise in their industry.

We pride ourselves on creating a team-
orientated environment that provides
flexible working conditions, organisation-
wide professional development.

          



We offer a range of services that support your personal needs whilst at Training For You.  
These include:
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OUR SERVICES

FOOD
We provide breakfast food between the hours of the centre opening and course starting.  
We provide cereal, bread, spreads, sugar, milk, tea and coffee.

Please clean up after yourself.

We have drinkable water on site, so bring your own resealable water bottle.  Food and drink
are to be consumed in the Learner kitchen only.  If you are in any of the training rooms, you
may only drink water from resealable bottles.  Chewing gum is not permitted in any of our
centres.
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Student Academic Record

An academic transcript is available on request.
The academic transcript provides you with
details of the unit standards or modules that
you have achieved while on your programme
at Training For You.

Student Information and the 
Privacy Act

External agencies such as the Tertiary
Education Commission (TEC), NZQA, Ministry of
Social Development (MSD) and NZ Police need
to know certain personal details in order to
allow Training For You to enrol students and
carry out training.

By signing enrolment forms students allow
personal information to be shared with other
training providers, TEC, the Ministry of
Education (MOE) and NZQA.  It also allows the
training provider to gather information from
these places. For example, the company may
need to:

Check if students meet specific criteria
Find out if students have already completed
unit standards.

Students have the right to find out what
information an organisation has, see the
information and ask for it to be changed if
incorrect.

You are welcome at any time to view the
information that Training For You holds on
your enrolment file.  Please contact the
administration office to request your
enrolment information.

Policy available on request: Privacy
   

Equal Opportunities

Training For You is dedicated to providing an
environment that is inclusive for all students
regardless of age, gender, race, disability,
religion, or sexual orientation, as per the
Human Rights Act 1993.

We embrace biculturalism and ensure that
Maori, Pasifika and students from other
cultures are taught in a way that respects their
culture and encourages understanding of
other cultures.

     

Health and Safety

Training For You is committed to ensuring
everyone remains healthy and safe from harm
while on campus.  We embrace our
responsibilities under the Health and Safety at
Work Act 2015 and have a health and safety
system that includes the Hazard Register, the
Health and Safety Policy and safety-related
procedures such as emergency evacuations.  
Your tutors will make you aware of the
hazards and safety procedures that relate to
your programme.

New Zealand's health and safety legislation is
clear about the role we all have in making
sure everyone goes home healthy and safe.  
This means we all have a responsibility to
keep ourselves and others free from harm.  
If you see or hear about anything on campus
that could lead to harm, please tell us. 
We are here to help.

Policy available on request: Health and Safety
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HANDY INFORMATION
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What is a Unit Standard?

Each unit standard registered on the
National Qualifications Framework
describes what a learner needs to know or
what they must be able to achieve. Each
unit standard is worth a prescribed
amount of credits which count towards
achievement of a qualification.  Your
progress in completion of unit standards is
recorded and your results are available on
request from the administration office.

If you do not complete a full qualification
with Training For You, any unit standards
you have successfully completed will be
reported to NZQA.

What is a module?

A module is a component of study that has
been developed by Training For You, and
includes a number of learning outcomes,
or topics.  Modules vary in their credit
value, and count towards the completion
of a qualification.  
Modules can contain a theory component,
a practical component, or both.  Your
progress in completion of modules is
recorded, and your results are available on
request from the Administration office.

Modules that contain unit standards will
be reported to NZQA upon successful
completion.
 

Assessment

Assessment refers to a variety of methods
used to judge student's achievement when
measured against the Learning Outcomes
and the Evidence Requirements of a unit
standard or module.

If for any reason you do not achieve a unit
standard or a module first time around, do
not worry. You will be allowed a second
attempt at the parts you do not get right
the first time.

Policy available on request: Assessment

Appeals

If you do not agree with the marking of an
assessment you have the right to ask that
your assessment result is reconsidered.  You
will need to explain within five working days,
the reasons you believe the final assessment
decision is unfair or incorrect.  
The assessment will be re-examined and you
will be notified of the result of the appeal, in
writing, within five working days of the
appeal being made. 

If you are still not satisfied you may appeal 
in writing.

Policy available on request: 
Appeals - Academic Records
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HOW PROGRAMMES WORK



 Version 
Number

M A Y  2 0 2 0  |  V O L .  6

H O W  P R O G R A M M E S  W O R K  -  C O N T I N U E D

Recognition of Prior Learning

In education there is a process called
Recognition of Prior Learning (RPL).  
This is about recognising the skills, knowledge
and understanding that people have already
gained from experience or training in other
organisations and matching this learning
against the learning outcomes within the
programme of study at Training For You.  
If prior learning matches the learning
outcomes, credits can be awarded through the
RPL process.

If you think RPL applies to you, please talk to
your tutor as soon as possible so that your prior
learning can be assessed. You will need to
complete an application form. Your tutor will
explain this to you.

Assessment can happen in two ways:

Submission of an evidence portfolio which is
then assessed by the tutor for alignment
with the New Zealand qualification's
graduate profile and the learning outcomes
within the course or courses;
Completion of the assessment task(s).  
People who have already gained skills and
knowledge can be assessed immediately
without having to attend classes.  

    An application for Cross Credit is $50.  
    You need to pay this when you apply.

An application for Assessment of Prior Learning
is $50 plus as assessment fee of $35 per hour.  
You need to pay the $50 when you apply.  
You will be invoiced for the assessment fee, to a
maximum of four hours.

Policy available on request: 
Recognition of Prior Learning

This policy includes information about fees
relating to the RPL process.

Recognition of Current Competency

Some qualifications have requirements for
current competency.  The process is called
Recognition of Current Competency (RCC).
 
Sometimes students have achieved unit
standards from school or other organisations
but the content may be too old to count
towards the new qualification.  
Unit standards already achieved are
identified by the Training For You
administration team via the student's NZQA
record of achievement and checked by the
tutor for currency.  If the credits you have
already achieved are 'out-of-date' your tutor
will let you know.

Work Placement and Work Experience

Work experience and placement is an
important component of some of our
programmes.  
The objective of this is to give you the
opportunity to participate and learn the
practical aspects of the job.  Treat your work
experience or placement as if it is a paid full
time position. It will increase your chances of
finding employment if the work experience
sponsor or placement supervisor sees
qualities in you that they may want in an
employee.

All work experience sponsors and students are
required to sign an 'Agreement to Provide
Work Experience'. All placement supervisors
and students are required to sign a 'Contract
for Practicum Placement.'

Policy available on request: 
Work-based Training
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Student feedback is important to us.  We want to hear from you so please don't be shy.  
Everyone at Training For You is here to make your learning journey the best experience to inspire
you to create your future, help you realise your potential and support you to achieve success.  If we
are not doing these things, please tell us.  

Issues and Concerns

We encourage you to raise any concern, no matter how small it may seem.  It is always better to
raise something small, and to fix it, before it snowballs our of control.  If you have a concern, please
tell your tutor.  If you feel you cannot speak with your tutor, please tell a member of the
administration team, student support or the Campus Manager.

if you have raised your concern with someone at Training For You and it has not been addressed, you
can make a formal complaint.  We have a complaints procedure which you can access on request.

In summary this is what you need to do:

1.Have a concern? Please tell your tutor or someone else at Training For You so we can put it right.
2. Is your concern unresolved?  Please let us know by making a formal complaint.  Your complaint

will be investigated by the Campus Manager depending on what the concern is.
3.Has your concern still not been addressed by Training For You to your satisfaction? Training For

You is quality assured by NZQA. This means you are able to make a formal complaint about your
unresolved concern with NZQA. The New Zealand Qualifications Authority’s website
(https://www2.nzqa.govt.nz/about-us/contact-us/complaint/education-provider/other-
organisations/) provides useful information about the avenues available to you

Policy available on request:  Student Complaint

 Version 
Number

http://www.nzqa.govt.nz/about-us/make-a-complaint/make-a-complaint-about-a-provider/

MAKE A FORMAL COMPLAINT ABOUT AN ORGANISATION
To make a formal complaint about an organisation:

1. Download the formal complaint form from the NZQA website.
2. Send your completed complaint form, along with any supporting evidence, to:

The Complaints Officer
Quality Assurance Division
P O Box 160
Wellington 6140

Or email a scan of your completed form, along with scans of any supporting evidence,
to qadrisk@nzqa.govt.nz.

If you need more information on the complaints process, contact NZQA on 0800 697 296.
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STUDENT FEEDBACK
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The purpose of the Code of Student Conduct is to provide guidance to Training For You students on
the standard of behaviour required during your time at Training For You.  
The Code of Student Conduct sets out the standards of conduct that we require of our students,
and our approach to dealing with complaints or concerns of student misconduct.

Training For You is committed to ensure all members of their community are supported, respected
and have a positive learning experience.

Expectations

All Training For You students are expected to behave in a responsible manner, which includes:       
o safely, in accordance to the Health and Safety policy and procedure
o respectfully, with consideration and respect for others at Training For You
o in accordance with all Training For You policies and procedures

Misconduct includes but is not limited to:
o smoking or vaping anywhere on campus grounds.
o bullying, harassment or discrimination against another person.
o physical, written or verbal abuse against another person, including via social media.
o sexual harassment, violence or abuse.
o any action or lack of action that results in harm to themselves, others or property.
o damage or theft from Training For You, members of staff or students.
o misuse of alcohol, drugs and legal highs.
o criminal or other activities that provide a risk to students, staff or visitors to 
    Training For You.
o misuse of Training For You computing facilities by downloading any movies or music.
o misuse of the computing and networking facilities to harass any other person or for                               
the transmission of objectionable material as defined by the Films, Videos, and Publications     
Classification Act 1993 including, but not limited to:

o Pornography
o Articles that promote crime or violence, or incite or instruct in matters or depict     
material in a manner, or of a nature, that is likely to cause offence. 

Misconduct also includes:

o Academic misconduct: Where a student is knowingly complicit in cheating or copying, or
knowingly assists someone else to cheat or copy. This assistance may include allowing or
facilitating cheating or copying to occur, or willingly providing another student with verbal,
written or electronic material that provides that student with answers to an assessment.

o Plagiarism: Where a student presents someone else’s work as if it were their own, whether
intended or not. This includes copying published work, unpublished work, material off the
internet, resource material, study guides and the work of other students and staff; that is,
anything that was written, designed or created by someone else. Such material may be
written, spoken, electronic, broadcast, visual, performance or any other medium.

1.
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STUDENT CONDUCT

2.

3.
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Training For You Responsibility:

Training For You has a zero-tolerance approach to violence and harassment in all forms
Training For You will manage suspected misconduct in a timely, effective efficient and
confidential manner.
Training For You is committed to their students and will ensure that their learning needs will
be of primary importance along with acknowledging their cultural needs, which will be
treated with respect and sensitivity.
Students have the right to have their concerns or complaints dealt with effectively and
confidentially.

 
What happens if expectations are not met?

In any case where there is a breach of the above expectations, a disciplinary action will
commence, which in cases of serious misconduct may end in exclusion from studies. 

The disciplinary procedures may include informal or formal disciplinary action, depending on the
nature of the breach, and will be conducted in accordance with Training for You’s policies 
and procedures.

Related policies:

Bullying, Harrassment and Discrimination policy
Student warnings and withdrawal policy
Academic misconduct policy

S T U D E N T  C O N D U C T  -  C O N T I N U E D

1.
2.

3.

4.

Withdrawals

Please don't go.  We really want you to finish your programme and celebrate success.  Before you
decide to leave us, please talk to your tutor.  But we do understand that sometimes things change
and you need to do something else or move to another town.  If you have paid fees, you might be
entitled to a refund depending on how long you have been enrolled in your programme.  

Please talk to your tutor or a member of the administration team.  They will explain the withdrawal
process and give you a withdrawal form to complete.  

Policy available on request:  Student Withdrawal and Refund
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The purpose of this code is to ensure that our learners can succeed academically in a safe, healthy
and supportive learning environment where you:

If you would like more information on the Code of Practice - please visit www.nzqa.govt.nz

CODE OF PASTORAL CARE

are accepted and respected
receive an education that values your identity, language and culture,
and those of your family and whanau.

Strategic Goal 1: To respect the diverse backgrounds of our learners and staff
To respect and care for one another, in a supportive, positive, and encouraging

environment.

Strategic Goal 2: To have a culture of openness and belonging
We value each other’s opinions and speak positively and constructively with one

another.

Strategic Goal 3: To challenge, reflect, share, and celebrate success
We try new things, reflect on learning progress, share experiences, celebrate

success, and embrace change. We go the extra mile for all our learners.

Strategic Goal 4: To be inclusive and value diversity
We understand that we are stronger together. We are inclusive, kind, encourage

camaraderie and try to keep a sense of humour.

Strategic Goal 5: Safe, inclusive, supportive, and accessible physical and digital
learning environments 

We provide safe, inclusive, supportive, and accessible physical and digital learning
environments that meet the needs of our learners.

TRAINING FOR YOU:
CODE OF PASTORAL CARE
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While on course with us, Training For You aims to ensure that all learners and staff are supported in
their learning.  To ensure this happens, in all our learning environments learners must be aware and

adhere to our responsibilities and course requirements.

These relate to:

Attendance
Accountability
Absences and lateness
Learning environment
First Aid
Emergency procedures
Your future
Youth Health organisations

ATTENDANCE

At Training For You we have a minimum attendance of 80% for our on-campus programmes.  
You are required to arrive on time every day, go to all classes and follow your tutor's instructions.  
Each tutor will record your attendance each day for reporting requirements.

Please note that:

We are closed on public holidays.

If you need to take time off at other times in the year, please apply for leave with your tutor.  
It is at their discretion whether your leave is approved.

For unexplained lateness and absences, your tutor will attempt to contact you.

For absences of three days or more due to illness, we require a medical certificate.

After five consecutive days of unexplained and unnoted absence, you are at risk of being withdrawn
from your learning programme.

If you have been withdrawn and you want to return, you must reapply.  It will be at the discretion of
Training For You whether or not you can return.
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OUR RESPONSIBILITIES

ACCOUNTABILITY

All our staff members are trained to help you succeed.  Your tutors will show you how to track
your progress, develop professional habits and build your skills.  If you need any help, feel free to
approach them.

All information about you as a learner is kept confidential and secure.  in accordance with the
Privacy Act, Training For You will not discuss information about you with anyone other than the
relevant agencies to your education.
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Level

 Credits 
Attained
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ABSENCES AND LATENESS

it is your responsibility to ensure you contact us by phone or message at least 30 minutes before your
course start time if you are going to be late or absent.  If we do not hear from you, or you have not
applied for leave, then you are not excused.

If you are late or absent you must do one of the following:

Contact your centre - see page 01 for details.

Leave a voicemail message on 0508 422 748 freephone from your mobile.

Send a text message.  Please use the following format:

'Late' or 'Absent' your name and the reason

(E.g. Late Vanessa Williams have to take kids to school)

Email the Learner Coordinator

If your contact details change please inform reception staff or your tutor immediately, so the changes
can be updated on our system.  If you are under 18, we need to have your parent, guardian or
caregiver's full name, phone number and email address.  If you are over 18, we sill need an emergency
contact person, and alternative contact and next of kin.
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LEARNING ENVIRONMENT

We encourage a supportive, inclusive and respectful learning environment.

At all Training For You centres, we expect you to:

Wear tidy, clean clothes and shoes that are suitable for a learning environment.

Remove sunglasses and gang-affiliated wear while in our training centre.

Maintain good standards of personal hygiene and cleanliness as these are an important part of
your overall presentation.

Put your mobile phone on silent during class time.

Do not answer your phone during class time.  This includes texting.  If you are expecting a call,
please discuss this with your tutor to make them aware.

Make medical, dental, Work & Income or any other appointments outside of course hours.

Treat all books, computers and other equipment with care.  Please report any breakages or loss to
your tutor or another staff member.

Please do not bring any family or friends into the centre without our authorised permission.
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YOUR FUTURE

As part of your programme, your tutor will help support you in developing an individual learning
plan and setting goals.  This includes exploring further education options and assisting you with
employment preparation.

FIRST AID

Basic first aid equipment is available at reception; the staff will assist you.  We are not allowed to
give you any medications such as Panadol or Nurofen.

If you are asthmatic, please have your inhaler with you at all times as we will not share an inhaler
for health reasons.

For your safety, please let your tutors know if you suffer from any medical condition - then we
know what necessary action should be taken in the event of a medical emergency.
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EMERGENCY PROCEDURES

There are signs displayed around the centre explaining the emergency procedures and where the
assembly area is.  Please read these signs and note the exits for each room.  You MUST co-operate
with all safety drills.

Fire
Please assemble at the assembly point and do not leave until you have checked in with a staff
member.  Stay away from the entrance and surrounding areas to the building.

Earthquake
Remain in the building.  Take shelter under tables, in doorways or against non-glass walls.

Hazards
If you notice any dangers or safety risks in the building, please report them to a staff member.

Emergency Closure
In the event of a Civil Defence Emergency, the centre will close and after approximately three to
four hours if it is safe to leave the building, we will make our way to the Civil Defence meeting
area.  Details for the Civil Defence Meeting areas are available at each centre.

For more information or the location of the emergency procedures in your centre, 
please talk to a staff member.

For all other emergencies and drills, please always follow the instructions of the centre staff.
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YOUTH HEALTH ORGANISATIONS

Training For You works alongside community and youth organisations to help provide support
and care to our learners.  If you have questions about life that your tutor cannot answer, contact
your local support organisation.  Support workers often spend time at the centre, catching up
with leaners, or you can drop in to see them at the addresses below.

These primary health organisations offer health care services including:

Sexual health
Free condoms
Social support
Counselling
Peer support
Activity-based projects

Below are the youth organisations we work with:

Partners Porirua
LO5 Lydney Place South, Porirua
Phone: 04 237 1097
Mobile: 027 539 0244
admin@partnersporirua.org.nz

Youth Service Wellington
Level 8, 186 Willis Street, Wellington
Phone: 04 917 7134
www.youthservices.govt.nz
www.facebook.com/YS.WGTN

Vibe Lower Hutt
4 Daly Street, Lower Hutt 
Phone: 04 566 0525
www.vibe.org.nz

EVOLVE Wellington City
Level 2 James Smith Building
Cnr Cuba & Manners Streets, Wellington
Phone: 04 801 9150
evolve@evolveyouth.org.nz
www.evolveyouth.org.nz

Vibe Upper Hutt
Unit 3, 222-228 Main Street, Upper Hutt
Phone: 04 528 6261
www.vibe.org.nz

Kapiti Youth Support (KYS)
15 Tutaneki Street, Paraparaumu
Phone: 04 905 9597 
or text 027 248 2744

Te Taiwhenua O Heretaunga Youth Services
Waipukurau
Corner Ruataniwha and Herbert Street, Waipukurau
Phone: 0800 153 240
06 858 9559
Taiwhenua.Heretaunga@ttoh.iwi.nz

Kapiti Youth Support Otaki (KYS)
14 Matene Street, Otaki
Phone: 06 364 7305
Mobile: 027 248 2744
www.kys.co.nz

SUPPORT SERVICES
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While learning with us at Training For You, all learners must agree to abide by our centre rules.

These include:

Instant Dismissal
Building rules
Learner warnings and withdraws
Extensions

INSTANT DISMISSAL

Instant dismissal may occur at the discretion of the Campus Manager in the following circumstances:

Abusive or threatening behaviour, either physical or verbal, to staff or other learners.

A serious breach of Training For You systems.

Intentional damage to Training For You or Capital Training property. 

Theft

Bullying

Violence

Possession of either drugs or alcohol on Training For You or Capital Training premises

Anything else considered serious misconduct at the discretion of the Managing Director.
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OUR RULES

BUILDING RULES

Each centre will have additional expectations based on their location.  As your tutor for more
information about these rules.

Smoking and vaping are only permitted in designated areas.  Please consult centre staff to identify
where it is acceptable to smoke and vape.

Keep your valuables with you at all times.  Training For You takes no responsibility for any property left,
lost or stolen at the centre.

You must abide by all general and centre-specific rules and regulations. 

Please note, we have several security cameras placed in each centre.
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LEARNER WARNINGS AND WITHDRAWALS

If a fully enrolled learner is in breach of attendance and academic requirements or in breach of
Training For You rules and regulations, the procedure is one verbal warning and two written warnings
before being withdrawn from the course.  In the case of drugs, alcohol, or any behaviour that can
seriously endanger others, or by not meeting agreement standards, dismissal can be immediate.  The
learner retails the right of appeal as outlined in the complaints procedure section of the handbook.

If you display behaviour that is not aligned with Training For You values and rules, your tutor will meet
with you to discuss your behaviour.  This may result in you receiving a verbal or written warning,
depending on the severity of your behaviour.  All disciplinary matters will be recorded for reference.

EXTENSIONS

As a learner, you are expected to finish your programme within a specified time frame.  Extensions will
only be granted if candidates meet expectations relating to attendance, achievement and attitude.  
Any extensions must be approved by the Tertiary Education Manager.  The candidate and tutor will
need to set an Individual Learning Plan for any granted extensions.

LEARNER INFORMATION ATTESTATION

Private Training Establishments (PTEs) are required to provide prospective learners with a written
statement covering the item below.  Training For You confirms that there are no costs or fees for
attending this programme.

Conflict of Interest

Training For You advises that the governing members of this organisation have the following interests
in other educational or immigration services:

Mike Kelleher (Managing Director) also owns a Wellington-based PTE, Capital Training.  Training For
You is quality assured by NZQA.  The most recent quality assurance report (EER) can be found on the
NZQA website.
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