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Welcome to
Tawa Intermediate School

Tawa Intermediate School is located 15 minutes north of Wellington City and provides education 
for students in Years 7 and 8 from within the suburb of Tawa and beyond.  We currently have a 
school roll of approximately 540 students.

Our school has a history and reputation that values excellence, diversity, independence and good 
citizenship.

We believe that our school offers the opportunity for high quality Year 7 and 8 education in a safe 
and caring environment.

We are ambitious for our students and ambitious for our school.

Without a doubt the two years at intermediate have the potential to provide a real highlight in 
your child’s education.

The emerging adolescent stage requires us as educators to work alongside our students, teach in 
a way that reinforces our charter goals of “Engage! Grow! Inspire! and to relate in a way that keeps 
everyone’s mana intact. 

We have an experienced group of teachers who are enthusiastic, committed and lifelong learners. 
We take pride in being the best that we can be and instilling that aspiration into the young people 
who attend our school.  

Brendon Henderson
Principal
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Contact details

Brendon Henderson

Principal
Overall Responsibility for International Students

Telephone:   04 232 5201 (school)
Mobile:    021 1603436
Email:    principal@tawaint.school.nz

Keith Rickard

International Co-ordinator
Deputy Principal

Telephone:   04 232 5201 (school)
Email:    keith.rickard@tawaint.school.nz

Executive Officer

Telephone:   04 232 5201 (school)
Mobile:    027 232 5201

School Hours

Office Hours
The office is open from 8.15am – 3.15pm.

Enrolments
Students in Years 7 and 8 may enrol at Tawa Intermediate school.  At the completion of Year 8, 
Tawa Intermediate will assist all students with their transition into Year 9 at our local schools.

Attendance
Attendance is tracked by the school as required by the Ministry of Education and attendance 
levels are reported on in the twice-yearly reports to parents. Permission for planned or regular 
absences during school hours needs to be sought in writing from Principal, Brendon Henderson.
The Ministry of Education requires the school to list whether absences are justified or unjustified. 
Children are required to attend school whenever it is open.  Immigration New Zealand has strict 
rules regarding attendance and if a student is absent too often, the school will send a warning 
letter to parents.  If the student continues to be absent, Immigration New Zealand will be notified.

Students are not permitted to leave the grounds at any time during the day without permission. 
They must have a note from a parent if they are to go home for lunch. In each of these instances 
they must report first to the office and sign out.

Absences
Tawa Intermediate can be notified of absences in the following ways:

Phone - (04) 232 5201 (press 1)
Email - absent@tawaint.school.nz
Mobile - 027 420 1575
Tawa Intermediate App

Please remember to state your child’s name, room number, the reason for and duration of their 
absence.   Extended absences should be notified in writing to: absent@tawaint.school.nz 

Day Classroom Opens School Opens Interval Lunch School Ends

Monday 8:15am 8:45am 10:20am (20 mins) 12:15pm (1 hour) 3:00pm
Tuesday 8:15am 8:45am 10:20am (20 mins) 12:15pm (1 hour) 3:00pm
Wednesday 8:45am 9:00am 10:45am (15mins) 12:30pm (45mins) 3:00pm
Thursday 8:15am 8:45am 10:20am (20 mins) 12:15pm (1 hour) 3:00pm
Friday 8:15am 8:45am 10:20am (20 mins) 12:15pm (1 hour) 3:00pm
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Payments
Invoices are sent home regularly for payment.  Activities must be paid for in advance.  There 
are payment options available for families to spread the cost throughout the year.   
 
Stationery
The cost of the stationery for International Students is included in the tuition fee that 
students pay so no further payment is required.

Behaviour and Discipline
Tawa Intermediate uses Restorative Practices to enable all people involved the opportunity 
to reflect on their behaviour and repair the relationships that have been harmed.  This 
allows them to reconnect with the people involved.  Information about Restorative 
Practices at Tawa Intermediate can be found at http://www.tawaint.school.nz/index.php/
information/restorative-practice

Medicine Consents and Sick Children
If your child requires medicine to be administered at school permission must be given 
in writing by the parent/caregiver. We are unable to administer medication to students 
without parent/caregiver consent.
Students are not to keep medication of any kind in their bag (for their safety and others in
the Learning Community), under any circumstances.

When a Child Gets Sick at School
Children who feel unwell are sent to the medical room and parents will be contacted by the 
office staff when it is necessary to pick up their child. If your child ever texts you to tell you 
they are not feeling well please direct them to go straight to the school office and we will 
let you know if we think they are too unwell to stay at school.

Facilities at Tawa Intermediate
• Library 
• Astroturf
• School hall
• Specialist rooms for Art, Food Technology, Science, Hard Materials and Music
• Modern Learning Environments

Getting To and From School

Walking

The majority of students, at our school, walk. This in itself can present challenges. Walking 

with their head up and being aware of other pedestrians is common courtesy. Crossing the 

road at pedestrian crossings is essential and it is always good to acknowledge a driver who 

has stopped. In Tawa we have a number of rail crossings combined with a few scheduled 

trains just after school. This can mean that our students need to have an understanding 

of how to use a crossing correctly. We have a number of crossings where trains come 

from both directions within moments of each other. Care and common sense is needed.  

A simple tip from us would be to turn off and not use any device that may provide a 

distraction when approaching a rail crossing.  The overbridge at Tawa station provides a 

safe alternative.

Cycling

A good number of our students cycle to school. So, being prepared with an appropriate 

helmet, having a good and practised road sense and confidence are key.

Dropping off & picking up by car

If you are driving you are unable to park in the school grounds unless your child needs 

extra help. An example of this is if they have an injury that requires a pick up. We urge 

you to arrange to park up the road on Ranui Terrace and get your child to walk the several 

hundred metres to the car. If it is raining, they can wear a jacket. Congestion around the 

school gates caused by picking up students has attracted the attention of the police and 

has been actively discouraged. It is also illegal because of the yellow lines.
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Communication
Contact Details
Please ensure the school has up to date contact details, including home address, email, home 
and mobile numbers. This includes contact details for all relevant caregivers.
Call the office on 04 232 5201 or email: office@tawaint.school.nz with any changes, even if 
temporary.

Classroom - Home
Your classroom teacher may use the following ways to communicate with class parents:
• Email Newsletter
• Email notices
• Paper notices in bags
• School website
• Daily notices
• ClassDojo

If you are concerned about notices not getting through please let your teacher  and the school 
know any other relevant contact information or ways of contacting you.

Home – Classroom
If you wish to discuss your child’s learning please contact your child’s teacher with information 
about your queries. In most cases we are able to answer questions via e-mail. If you require a 
face-to-face meeting we will arrange this with you and the relevant team members.
Teachers’ email addresses can be found on the school website or at the front of this handbook.

Other Communication
School Newsletter
The school sends out fortnightly newsletters on a Thursday through our parent portal.  

Website
The latest information about school events including cancellations and unexpected happenings, 
daily notices, class blogs, school policies, contact information, school calendar and curriculum 
information can all be found on the school website.

Text Alert
In case of emergency the school may need to use text alerts. Please make sure the school has 
up-to-date mobile phone numbers for all relevant caregivers.

ClassDojo 
ClassDojo is a simple, free mobile app for iOS and Android, and can also be used from 
a computer at: www.classdojo.com. The app is a great way for teachers and parents to 
communicate and allows parents to share in their child’s learning experiences through updates 
and photos.

Assemblies
We have fortnightly assemblies.  Each class takes a turn at organising assemblies.  Students get 
given merits, you see the learning that others are doing, you find out what is going on and what 
is going to happen in the future.

Lunches
Lunchonline is available Monday, Tuesday, Thursday and Friday. It can be ordered by 
registering on the website, www.lunchonline.co.nz. Orders can be placed up until 09:00am 
on the day of delivery. The orders are delivered to the school office from Nada Bakery at 
12:00pm.
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Uniform Learning Covenant
Teaching and learning is at the heart of what we do. We are a learning community and as such have 
developed a covenant of learning for our school. This covenant describes what is important for our 
teachers to do to provide the best possible outcomes for our learners. 

1.  Relationships
Successful relationships at Tawa Intermediate School are characterised by collaboration, trust, 
respect, empathy, communication and a sense of community. We are active listeners in our 
conversations, respectful in our interactions and restorative in our approach. 

Above all, we want “to keep the mana intact”.

2. Pedagogy
Successful pedagogy at Tawa Intermediate School is characterised/obvious by teachers 
implementing best practice teaching strategies identified by research as being effective. These 
include:

• forming and maintaining positive, caring and reciprocal relationships
• ako (learning together) - sharing, discussing and providing feedback including next steps
• understanding and using data to create purposeful learning experiences that add value to  
 student learning
• identifying student needs and interests that enable students to lead their own learning
• teacher modelling
• adapting and differentiating learning programmes that create appropriate challenge for learners
• whole class, group and individual teaching and learning opportunities

3. Environment
Teaching and learning at Tawa Intermediate School is enhanced by a safe and caring environment 
evidenced by the way students interact and respect: 

• the staff
• the other students
• our wider Tawa community
• the resources and property of Tawa Intermediate School and our community

The school will be responsible for maintaining and developing:

• modern learning environments
• ICT infrastructure that supports BYOD and enhances learning

4. Expectations
At Tawa Intermediate School we have clear expectations characterised by our school norms that 
are explicitly and consistently applied across all classrooms as well as in the school grounds. This is 
seen in how we:

• present ourselves
• are prepared for school
• maintain respectful relationships
• use restorative practices
• aspire to be the best that we can be

 

 

 

 

 
PE Uniform 
 

 Monogrammed navy PE Shirt 
 Monogrammed navy PE shorts 
 Sports socks 
 Lace-up Sports shoes  
 Plain navy or black polypropylene undershirt (optional) 
 

 
 

 

Daily Uniform 

 Monogrammed jade polo shirt 
 Monogrammed navy unisex shorts 
 Plaid uniform skirt (girls only) 
 Navy Jersey 
 Plain navy or black socks 
 Black lace-up shoes 
 Peaked/sun hat (Terms 1 and 4 only) 

 

 

Seasonal Options 
 

 Black sandals (Terms 1 and 4 only) 
 Plain navy or black polypropylene undershirt 
 Plain navy trackpants (Terms 2 and 3 only) 
 Plain navy or black jacket 
 Plain navy or black scarves/gloves/beanie 
 Plain navy or black tights (girls only) 

 
 
General 
 

 The only jewellery to be worn is a wristwatch and one or two small plain 
studs in each ear 

 Hair accessories must be discreet and tidy 
 No nail polish or unnatural hair colours 
 No make-up 
 Students need permission if they wish to wear a culturally significant 

necklace.  This should be worn underneath the school uniform. 
 

 

UNIFORM 
GUIDELINES 

 

  Uniform is available from Argyle Schoolwear 
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Literacy, Mathematics and Integrated Curriculum
Literacy and mathematics are the foundation blocks for all learning. All students are grouped 
for daily instruction in literacy and mathematics and programmes are adapted for children at 
every level to best cater for their individual needs. We take an integrated approach to curriculum 
delivery, connecting learning experiences to the student’s world. Tawa Intermediate School has 
fully implemented New Zealand’s world acclaimed national curriculum.

 
Reporting and Assessment
Assessment for learning underpins all assessment practice at Tawa Intermediate School. We 
record evidence of student learning via a learning portfolio. Parent Teacher meetings are held 
twice a year, along with two written reports.

Specialist programme reports will be issued during the year. Parents are encouraged to contact 
class teachers, syndicate leaders or the school leadership team if there are any concerns over the 
well-being or progress of their child.

Curriculum
- Learning Support
   Tawa Intermediate School caters for pupils with learning needs 

both in class and through specialised programmes. Our school 
SENCO coordinates programmes with a large well resourced 
team. This currently includes a fully qualified ESOL teacher, ORS 
teacher, Feuerstein qualified staff and programmes and a team of 
teacher aides who support teachers with pupils who need more 
support. External services can also include liaison with SPELD, 
who operate on site, RTLB and Special Education Services. We 
have a Community Links programme where members of the 
community come in twice a week to assist pupils with reading. 
Our learning support has been noted as a strength of our school. 

-  Cluster Classes 
  We cluster students who thrive in learning environments  
  that allow them to use a variety of approaches to learning.  
  We also cluster groups of gifted children together in classes  
  to ensure they are working with like-minded peers. If you  
  think your child would benefit from being in one of these  
  clusters then contact helen.moran@tawaint.school.nz.  
  Digital technologies allow students greater freedom to  
  connect with like-minded peers from across the school.

-  Extension and Academy Programmes
  The school provides many extension opportunities for  
  high achieving students. We have extension classes in  
  Maths, English, Science, French, Maori and Computer   
  Coding. Academies run throughout the year for students   
  who show ability in Foods, Robotics/Movie Making, Visual   
  Art, Drama, Music, Dance and Media Club. We have a   
  strong Kapa Haka and a Unity Pasefika group. We also   
  have many students involved in our orchestra, band and   
  choir.
 
-  Behaviour Support
   We use a restorative approach to behaviour issues. We 

believe in wrongdoers taking responsibility for their actions, 
recognising how they have affected other people, and working 
to put things right, or repair the harm. This approach preserves 
relationships, and focuses on the behaviour and accountability 
rather than the individual and punishment. If students do not 
engage in the restorative process, then as adults we take over 
the process.

- Leadership Opportunities
  Student Council
  Sports Committee
  Cultural Leadership

ERO
The Education Review Office (ERO) evaluates and reports on the education and care of children 
and young people in early childhood services and schools.  You can find our schools latest ERO 
report at http://www.ero.govt.nz/review-reports/tawa-intermediate-15-05-2017/

Meeting Individual Needs
We recognise that every student is an individual with unique needs and abilities. We work hard to 
meet these needs and foster these abilities through the following strategies:

Dance Academy
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Sport at Tawa Intermediate School
Sport and daily physical education hold an important place in the life of our school with the aim 
of participation and enjoyment for all. Students are encouraged to participate in sports teams 
which are selected during the year to represent the school in fixtures and tournaments.  Athletics, 
Cricket, Cross-Country, Hockey, Netball, Rugby, Touch, League, Volleyball, Tennis, Basketball, 
Swimming, Ki-o-rahi and Football are offered.  

We also participate in the AIMS Games in Tauranga as well as having two annual sports 
exchanges with intermediates in Wellington.

Girls Soccer Team

Boys Rugby Team Cross Country
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Music at Tawa Intermediate
All children experience a skills-based 
music programme and can participate 
in a range of music performance 
situations. Music groups operating 
in the school include the Choir, 
Kapa Haka Group, Orchestra and 
Rock Band. A special highlight for 
Tawa Intermediate School and the 
community is being involved in the 
Tawa Schools and Community Music 
Festival which takes place every two 
years. 

Production
A full school production is held every 
second year.  Productions are an 
opportunity to showcase learning 
through the medium of performing 
arts.

Specialist Programmes
All pupils work through specialist 
programmes completing a term block 
in Electronics and Hard Materials 
Technology, Performing Arts (Music), 
Food and Bio Technology, STEM, and 
Visual Arts. 

Languages
We offer all students instruction in a 
second language. This is in the form 
of taster sessions throughout the 
year.  The languages students may 
experience are Japanese, French, 
German and Te Reo Maori.

Education Outside the 
Classroom
School camps and EOTC activities are 
a feature of the school programme. 
Our school camps are held every  
two years.
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Digital technology is an integral part of 
life at Tawa Intermediate School.  We are a 
well-resourced school with a reputation for 
championing and pioneering ICT initiatives 
to enhance learning experiences and student 
outcomes.  Our network and use of cloud-based 
applications allow students the freedom to 
access their work, any time and any place. 

With a fibre connection and Ultra-Fast Broadband 
(UFB), our students have the opportunity to 
bring their own digital device to school for use in 
the classroom learning programme. This initiative 
is known as BYOD (Bring Your 
Own Device).

All students at Tawa Intermediate School have a 
Google Apps account which includes Mail, Drive 
(Docs, Spreadsheets, Presentations etc.), Calendar 
and an e-portfolio which parents have access 
to as well as the parent portal. Their account 
credentials are used to access our filtered wi-fi 
network via user authentication when opening a 
web browser. 

Whilst our network will support any wi-fi 
capable device, many parents have asked for 
help in choosing the right device for their child. 
At Tawa Intermediate School we recommend 
Chromebooks, which are used extensively across 
the school. 

Our BYOD programme is run in partnership 
with our IT support company, Norrcom. Parents 
have the opportunity to purchase Chromebooks 
for a very competitive price via the ‘BYOD’ link 
on our website. For more information about 
BYOD at Tawa Intermediate, please check out 
the Frequently Asked Questions and BYOD 
Agreement/Terms of Use sections of the BYOD 
page on our website.

Students may also bring cell phones and other 
personal digital devices. If these items are used 
inappropriately then they are taken off students 
and held at the office until parents pick them up.

Digital Learning
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MAORI AND PASEFIKA
We cater for the cultural needs of our students with Maori and/or Pasefika heritage. We 
organise evenings to connect with our Maori and Pasefika families. Our students are given 
the opportunity to explore and deepen their understanding of their culture through the Kapa 
Haka and Unity Pasefika groups. Students also have the chance to learn Taiaha.

Cultural

International Students at 
Tawa Intermediate
ELL Support (English Language Learners)
All International Students will be assessed for oral, written and reading levels of English. The school 
will use the English Language Progressions, Running Records and e-asttle tests as a guide for these 
assessments. International students will require extra support to grow their English skills. This will 
include one to one and small group tuition with a teacher and / or teacher aide.

Person responsible for International Students
The person responsible for International Students will provide ongoing support for the 
International Student during the term of enrolment. The person responsible for International 
Students will meet with the international student daily for the first week of their enrolment, 
and after that, they will have regular contact with the international student to discuss issues or 
concerns they may have. 

Visa Requirements
To study at Tawa Intermediate for more than a term, International Students require an International 
Student Visa. 

Once all documentation required is completed and fees paid, the student is enrolled at the school 
and the confirmation letter is given to the family to be sent off to Immigration when applying for a 
student visa. Long term enrolment is subject to an International Student Visa being obtained.

Full details of visa and permit requirements, advice on rights to employment in New Zealand while 
studying, and reporting requirements are available through the New Zealand Immigration Service, 
and can be viewed on their website at http://www.immigration.govt.nz
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Medical & Travel Insurance
All students must have acceptable, appropriate, and current 
medical and travel insurance for the full duration, i.e., from home 
to home, of their planned study before enrolment, as specified in 
the Code. 
“Acceptable” insurance complies with the Code and is acceptable 
to the school. 
“Appropriate” insurance refers to private insurance policy, and 
should meet the following guidelines: 
Length of cover: The policy should cover the full duration of the 
planned study including any holiday breaks taken. 

ACC provides cover for all people in New Zealand for injuries 
and accidents, but not if they occur overseas, so students taking 
holidays out of New Zealand during their study must be covered 
by their private insurance policy. 

 The policy must cover: 
• Travel: delays, missed flights, and any medical expenses incurred 
during travel into or out of New Zealand. 
• Health cover: (an unlimited sum insured) 
• all medical expenses for hospital treatment due to illness or 
injury (in excess of ACC cover) 
• medical evacuation related to serious injury or illness
• the cost of family members’ travel if the student suffers serious 
illness or injury emergency dental treatment .
• Personal liability: negligence causing injury (including death) to 
another person, or damage or loss of property; and false arrest and 
wrongful detention. 
• Repatriation: if the student’s study plans are interrupted due to 
injury or illness that requires them to return home. 
• Death: in the event of the student’s death
• the repatriation of their body, or their funeral expenses and the 
travel costs for family members. 
• Search and rescue: any search and rescue operation performed to 
find the student. 

Students purchasing insurance should purchase insurance cover at 
the time of fee payment and before they leave their home country. 

If the insurance is provided from a New Zealand company, policy 
details should be provided in the student’s first language where 
possible. 

In the case of overseas policy providers, students must provide 
the school with the policy details in English, before the student 
attends classes. 

Education (Pastoral Care of International Students) 
Code of Practice 2016
Tawa Intermediate School has agreed to observe and be bound 
by the Education (Pastoral Care of International Students) Code 
of Practice 2016 published by the New Zealand Qualifications 
Authority (NZQA). 

Copies of the Code are available on request from Tawa 
Intermediate or from http://www.nzqa.govt.nz/assets/Providers-
and-partners/Code-of-Practice/2016-Code-pdfs/2016-Code-of-
Practice-English.pdf

Under the Education (Pastoral Care of International Students) 
Code of Practice 2016 Students and their families can expect 
education providers to: 
• provide clear, sufficient and accurate information so you can 
make informed choices about your education 
• give you clear, understandable information on your legal 
obligations and rights, including refund policies, and termination 
of your enrolment under any contracts you enter into with the 
provider 
• check that you have the prescribed insurance cover 
• provide a safe and supportive environment for study 
• as far as practicable, ensure you live in accommodation that 
is safe and appropriate • provide you with a comprehensive 
orientation programme to support you in your study and outline 
your obligations
• monitor their agents to ensure they provide you with reliable 
information and advice about studying, working and living in 
New Zealand
• ensure that the educational instruction on offer is appropriate 
for your expectations, English language proficiency, and academic 
capability 
• have proper policy and processes in place to safeguard students’ 
fees paid and be able to provide an appropriate refund if you 
withdraw or your course closes 
• ensure you have access to proper and fair procedures for dealing 
with grievances (concerns or complaints)
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Accommodation for 
International Students
Living with Parents 
When a child is living with their parent(s), the school: 
• Asks for the child’s birth certificate, passport, and the parents’ passports. 
• Compares the identification documents and checks passport photos. 
• Checks and records the parents’ passport visa/permit dates to ensure that they end after  
 the student’s period of enrolment. If not, the expiry date is noted and parents are  
 required to supply renewal details at the appropriate time. 

Living with a Residential Caregiver (for group visits only  
or students aged 10-18)
When a child is living with a residential caregiver, the school will:
• Ask for the child’s birth certificate, passport, and the parents’ passports. 
• Compare the identification documents and checks passport photos. 
• Check and record the parents’ passport visa/permit dates to ensure that they end after the 
student’s period of enrolment. If not, the expiry date is noted and parents are required to supply 
renewal details at the appropriate time.
• assess and select homestay placements, and assess the suitability of the homestay carer and the 
residential facilities
• police vet anyone over the age of 18 who lives in the household or has regular access to the 
student
• provide ongoing training for host families, including advice and information on best practice in 
looking after the welfare of their homestay student
• provide parents and host families with a support infrastructure, including a 24/7 emergency 
contact person
• provide a safe learning environment for the student
• ensure the student’s safety and emotional well-being is taken care of during school hours
• provide an ESOL programme for the student 

• provide support and quick action in case of problems
• provide an interpreter for liaison with the school
 
FEE REFUND PROCEDURE
If an International student needs to withdraw from the school before the completion date as 
stated on their Offer of Place, their parent/legal guardian may apply for a refund of tuition fees.

Guidelines
1. The fee refund policy must be given to parents and then it must be signed as part of the 
contract upon enrolment.
2. Refunds will be given in accordance with the contract Tawa Intermediate has with the 
international student. 
3. To be eligible for a refund, the international student’s parents/guardian must apply in writing 
to the Board of Trustees/Principal within one month of the student’s last day at school (or within 
one month of the student gaining permanent residency) explaining the special circumstances. 
4. The Board of Trustees/Principal will consider the Refund Application and will, in all cases, look 
fairly at applications for a refund of full fees or part fees. 
5. If the application for a refund is made before the stated commencement date, the school 
will refund the fees in full, less an administration fee.  This includes if a student is not granted a 
student visa to attend Tawa Intermediate.
6. If the application for a refund is made after the stated commencement date, the school will 
determine the level of refund taking into account costs already incurred such as;
 a. the administration fee which is non-refundable
 b. the proportion of the Government Levy the school is required to pay.
 c. costs to the school already incurred for tuition or for the part/remainder of the term in  
 which the student leaves
 d.  Components of the fee already committed for the duration of the course
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 • resolve matters of concern early, if possible
 • respond to feedback and concerns constructively
 • deal with complaints fairly, effectively, and promptly
 • take into account individual circumstances
 • maintain confidentiality
 • preserve school/community relationships and communication
 • monitor and record complaints and concerns about student safety.

As an International Student at Tawa Intermediate School, students (and their parents) are entitled 
to and may request advocacy and interpretation at any time within the dispute process.

Guidelines for making an Informal Complaint
Our primary goal is to create the best learning environment for the students of our school. We 
encourage open communication and prefer that parents come to us to talk through a problem 
rather than discuss it in the community.

These are recommended guidelines for parents making informal complaints.
1. Discuss the issue with the right person.
 • If the matter is a general issue, discuss it with the person concerned or a member of   
 the management team or the principal.
 • If you have a complaint about a staff member, contact the person involved and discuss  
 the matter. We ask that parents make this direct approach as soon as possible. Be   
 prepared to make a time to discuss your complaint if the staff member is unable   
 to talk with you straight away. Be open to listening to the other side of the story to avoid  
 communication breakdowns.

2. If you do not wish to approach the person concerned, contact a member of the management 
team or the principal to resolve the matter. The principal or management team member may 
communicate with the staff member concerned.
 • If you have a complaint about one of our students, contact the student’s class teacher  
 or the principal to discuss the matter.
 • If the matter concerns the principal and you have not first resolved it by discussion, or  
 you feel uncomfortable directly approaching the principal, contact the chairperson of   
 the board of trustees.
 • If the matter concerns a board member, contact the chairperson of the board of   
 trustees, or board member if it concerns the board chair.

Cross Country

Robotics Competition

 e. Specialist fees (if applicable)
 f. Appropriate proportions of salaries for teachers and support staff (if applicable)
 g. Costs already incurred for the use of facilities and resources
 h. Any other costs already incurred.
7. Special circumstances will be taken into consideration (eg death of a close family   
member, serious illness or accident)
8. No refund will be made in the following instances:
 a. When a student is required to leave the school for a breach of the rules and    
 conditions of enrolment at the school or has broken a New Zealand law.
 b. Where a student has been stood-down, suspended or excluded.
 c. Where a student returns home for any reason other than serious illness, accident   
 or death of a close family member.
 d. If the enrolment application is found to be inaccurate in any way and the    
 contract is terminated.
 e. If a student wants to transfer to another school or educational institution for any   
 reason.
9. Those students whose status changes enabling them to qualify as a domestic student  
during the term, may apply for a refund from the date of the official New Zealand  
Immigration documentation, stating that they have domestic status. 
 a. The documentation of residency must be provided to the school within 14 days   
 of it being granted. 
 b. The refund would be less any costs as listed in the Refund Policy Guidelines    
 above – section 6a-h. 
10. If Tawa Intermediate fails to provide the agreed course of education or is no longer a signatory 
to the Code or no longer operates as an international education provider,  Tawa Intermediate will 
negotiate with the student and their family to either: 
 a. refund the unused portion of international student tuition fees or other fees    
 paid for services not delivered or 
 b. transfer the amount of any eligible refund to another provider
11. Payment of refunds will be made directly to the parent/guardian or to an agent upon written 
authority from the parent/guardian.  Tawa Intermediate will never refund fees directly to the 
student.

International Student Procedure for Dealing with Complaints
At Tawa Intermediate, we have procedures in place for all students that we follow to ensure that 
complaints are handled appropriately. 
Our procedures enable us to:
 • maintain the best learning environment for our students
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3. If you complain to a board member, you will be encouraged to resolve the issue with the 
guidelines above, and the board member will inform the principal and board chair.

4. Work towards a resolution.
 • In most cases, constructive discussion will resolve the issue.
 • If you are unhappy with the outcome of your initial meeting, contact the principal, a   
 member of the management team, or the board chair to discuss further resolution.  
 They will consider and respond to the complaint as appropriate.

If an informal meeting does not resolve your concern or complaint, you can make a formal 
complaint. If a staff member is the complainant (including complaints about colleagues), the 
same procedure must be followed, commencing with an initial discussion with the people 
concerned to try to resolve matters.

Guidelines for making Formal Complaint
If an informal meeting does not resolve your concern or complaint, you can make a formal 
complaint. In the interests of fairness, any formal complaint or serious allegation must be made in 
writing and resolved in a timely fashion. All parties should respect confidentiality.

Follow this process:      

If the interim response does not resolve matters, or the matter is deemed sufficiently serious, an 
investigation may take place.

When a formal complaint is received, the school may choose to investigate it if it is deemed 
serious enough to warrant it after considering the initial response from the person the complaint 
is about. 

Not all complaints require an investigation but all written complaints should be disclosed to the 
staff concerned at the earliest opportunity.

Relevant collective employment agreement provisions for dealing with complaints and discipline 
must be observed including allowing representation of staff at any meeting to discuss a written 
complaint.

NZQA and Complaints for International Students
If a student’s complaint is not resolved through a school’s internal grievance procedures, they can 
contact NZQA who will process their complaint. We provide students with NZQA’s “International 
Students - How to make a complaint” brochure during Orientation.

NZQA is the first point of contact for all complaints related to the Code of Practice. NZQA has the 
authority to apply sanctions to schools where breaches are found to have occurred.
Raising a complaint with NZQA will not adversely affect the immigration status of students.

Formal complaint to NZQA
Students can find out about making a formal complaint or get advice about their options by 
completing an online Complaint Enquiry Form (http://www.nzqa.govt.nz/about-us/make-a-
complaint/make-a-complaint-about-a-provider/complaint-enquiry-form/)

To make a formal complaint about a provider, download and complete a formal complaint form 
available from NZQA (http://www.nzqa.govt.nz/assets/Providers-and-partners/Code-of-Practice/
formal-complaint-form.pdf)

For more information about the complaints process, go to the NZQA website or contact NZQA on 
0800 697 296.

Financial or contractual disputes
The DRS rules apply to contractual or financial disputes between an international student and an 
education provider. Should such a dispute arise, NZQA will refer it to the DRS operator, FairWay 
Resolution.

Responsibility Action

Complaint 1. Put your concerns in writing, either as a signed letter or an email. 
Give as many details as possible, including details of efforts that 
have been made to resolve the issue. Include names and contact 
phone numbers.

2. Send the letter marked Confidential to the school principal or, if the 
complaint is about the principal, to the chairperson of the board of 
trustees. The contact details are available from the school office.

Principal 3. Acknowledge receipt of the complaint in writing or by email to 
the complainant. Give a copy of the complaint to the staff member 
concerned.

Inform the chairperson of the board of trustees within 24 hours.

Board Chair 4. Acknowledge receipt of the complaint in writing or by email to the 
complainant. Give a copy of the complaint to the principal immedi-
ately.

If legal or further action is to be taken, the Board of Trustees Asso-
ciation should be called in.

No contact will be made with the public or the media, except 
through the Board of Trustees member designated to do this.
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An online complaint form is available from (http://www.istudent.org.nz/)
 

Additional Information 
About Living In New Zealand
Climate
Situated in the Southern Hemisphere, New Zealand’s seasons are the reverse of those in the 
Northern Hemisphere. The climate is temperate with mild, wet winters and warm, dry summers.
Summer:  December – February 
Autumn:  March – May
Winter:   June – August
Spring:   September – November

Banks
Banks are open from 9.30am to 4.30pm Monday to Friday. Generally they’re closed at weekends 
and on public holidays.  Some banks are opening in the main centres on Saturday.
Automated Teller Machines (ATM) are widely available at banks, along main shopping streets and 
in shopping malls.
International credit cards and ATM cards will work as long as they have a four-digit PIN encoded. 
Check with your bank before leaving home.
You can open a bank account very easily in New Zealand. You don’t have to be a resident but you 
do need to have a permanent address. A hotel or motel isn’t acceptable.

Emergency Numbers
In an emergency dial 111. This connects you to the police, ambulance and fire service.
You’ll find contact numbers for Civil Defence in the front of the telephone books. Civil Defence 
is the organisation that coordinates help and rescue services if there’s an emergency such as 
flooding, earthquakes, or storm damage.
 
All hotels and public buildings must also display public notices about emergency and evacuation 
procedures.
For more information about what to do in an emergency or for ideas about what you might need 
an emergency kit please visit this website http://www.getthru.govt.nz

Clothing
Depending on the timing and duration of your study, the clothes you bring will vary. In summer 
time, casual wear is 
sufficient. However, in 
winter, warm clothing 
such as woollen 
sweaters, waterproof 
coats and warm jackets 
are recommended. 
In keeping with New 
Zealand’s relaxed 
lifestyle, dress is 
informal on most 
occasions. 

Post Office
There are Post Offices in most suburbs and shopping centres. However, in the smaller towns these 
postal agencies are also usually run as part of another retail business.
If you’re expecting mail to arrive for you before you have a permanent address in New Zealand, 
you can arrange for it to be held at a Post Office for you to collect. They will hold letters for up to 
three months, at no charge.
See the New Zealand Post website for more information.

Driving in New Zealand
If you have a driver’s licence in your home country or an international driving permit (IDP), you 
can drive in New Zealand for a maximum of one year. After one year you’ll need to apply for a New 
Zealand driver’s licence.
By law you must always have your licence with you when you’re driving. You’ll only be able to 
drive the same types of vehicles you’re licensed to drive in your home country. The minimum legal 
age to rent a car in New Zealand is 25 years.
 
If you intend to drive in New Zealand, make sure you’re familiar with our driving rules (see the 
“Road Code”) before you arrive.  Here are some road safety points;
• In New Zealand, all motorists drive on the LEFT side of the road.
• When the traffic light is red, you must stop.
• The speed limit on the open road is 100km/h (approx 60m/h) but in some areas close to  
 towns and cities 80km/h or 70km/h applies – watch for signs that tell you this. 
• In built up urban areas the speed limit is 50km/h. 
• Drivers and passengers must wear seat belts at all times.

Shopping
Stores and shops usually open from 9am to 5.30pm, Monday to Thursday and until 9pm on Friday 
nights. There are an increasing number of shopping centres opening until 9pm on Thursdays as 
well. Many shopping centres open all day Saturday and Sunday in major cities and tourist areas. 
New Zealand shops offer a wide variety of products including fashion clothes, outdoor clothing 
and equipment, crafts and international food halls.

Goods and Services Tax
All goods and services are subject to a 15% Goods and Services Tax (GST), included in the 
displayed price. Visitors cannot claim this tax back, but if a supplier ships a major purchase to your 
home address the GST won’t be charged.

Food
New Zealand has a wide range of indigenous and imported food. We are a major producer of 
pasture-fed lamb, venison and beef and dairy products are abundant and inexpensive. Almost 
all types of fruit are available in the shops. New Zealanders generally have a balanced diet of 
vegetables with either meat or fish as their main meal. Dinner is usually considered to be the main 
meal.
There are many types of restaurants, coffee shops, take-away and fast food outlets. They range 
from very exclusive and expensive evening restaurants to casual dining. As well as New Zealand-
style food, students will also find every sort of international and ethnic cuisine.
New Zealand cities and towns have excellent public water supplies; in all cases tap water is fresh 
and safe to drink. 
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New Zealand’s most famous foods are lamb, kiwifruit and dairy products like milk, cheese, butter 
and ice-cream. These are exported all over the world. Food in New Zealand is plentiful and 
delicious.
Breakfast may be cereal, toast, fruit juice and tea or coffee. Some people have a cooked breakfast 
like bacon and eggs, or sausages and tomatoes. A home-made lunch usually includes sandwiches 
and fruit. Bread in New Zealand is delicious and also healthy.
The traditional idea of a main meal is meat and three vegetables, all serviced together on the 
same large flat plate. However, in the cities, old habits have changed. Now you can buy Asian 
foods, and there are many ethnic restaurants. Meat now has less fat than before.
For big meetings or parties, Maori people often cook a hangi. At a hangi, fish, chicken, meat and 
vegetables may be all cooked in a big hole in the ground, with hot stones and wet cloths. If you 
are invited to a hangi, you will enjoy this unusual experience.
If someone invites you to “tea’, they probably mean dinner, in the evening. This is the main meal, 
which may be based on meat, fish, pasta, or rice. Often the main dish is put in the centre of the 
table. From this dish, people serve food to themselves and to one another. After the main course 
you may be offered ice-cream and fruit, or cake, or cheese and biscuits – or just a cup of tea or 
coffee.
Sharing a meal is a social occasion, for conversation as well as food. People often talk a lot while 
they are eating a meal.
In many homes, men, women and children take turns to cook and wash the dishes.
You can buy wine and beer at most supermarkets, restaurants and cafes.  But remember that you 
must be over 18 to buy or drink alcohol.

Tipping and Service Charges
In New Zealand we don’t expect tips for normal service – that includes restaurants and bars. You 
can tip for excellent service if you wish, but it’s not expected.

New Zealand Public Holidays
On public holidays in New Zealand all banks and businesses are closed. Some shops may be 
closed too or have shorter opening hours than normal. On Christmas Day, Good Friday, New 
Year’s Day and on the morning of Anzac Day, almost all shops and businesses are closed. On other 
public holiday’s many shops are open but with shorter hours than normal.
A full list of public holidays, including regional anniversary days is available from the Department 
of Labour’s Employment Relations Service website.

Good Manners
Every country has different ways of being polite. This section has some useful advice. However, 
don’t worry if you get some things wrong, because New Zealanders are usually very tolerant. Just 
do your best.
When walking with other people, please don’t push in front of anyone: that is a simple and 
important rule. Especially, don’t push in front of older people orwomen. In earlier times, one rule 
was “ladies first”. People thought that women were beautiful but weak. So, women were always 
served first at the table, and men always let women walk ahead of them. Today, some people still 
follow the “ladies first” rule.
When you meet people for the first time, please look at their eyes, and speak to them. New 
Zealanders think that eye contact shows you are honest and friendly. Some people may want to 
shake your hand. If they put out their hand, shake it firmly.
It’s polite to smile and say “Good morning!” every morning. You may smile and say “Hello!” when 
you see someone you know.
Notice how other people behave, especially those people who seem friendly and polite. Always 
follow the school rules, of course.

In New Zealand it’s sometimes OK to cross your legs and wave your arms around. It’s not OK to 
stand or sit too close to people, because New Zealanders are used to having a large space around 
themselves.
The way you walk is important. When you walk around town, know exactly where you’re going. 
Walk straight towards your goal. Walk quite fast and confidently. Keep your head high and your 
eyes up, and look happy. Smile! (Please don’t carry a lot of money, or walk alone in rough or lonely 
places.)
Some New Zealanders may touch you when you don’t expect it. A quick hug can be nice if the 
person is your friend. Arms should go around the shoulders, not the waist. Never do anything that 
feels wrong for you – but be ready for happy new experiences with your friends.
When you are offered food or drink, it is polite to accept immediately, if you want it. If you refuse, 
the host may not offer it again. In New Zealand, “yes” usually means “yes”, and “no” means “no”. So if 
you really want that food, you should say “yes, please” the first time it is offered.
If you have any worries about what is OK and what is not OK, simply ask your teacher. Your teacher 
is a friend whom you can trust
(Information extracted from Immigration New Zealand Website)

Support Services In  
New Zealand
Moving to a new country can be difficult. Luckily, here in New Zealand we have many support 
services available to help you adjust to your new life.  The person responsible for International 
Students can point you in the right direction but we have a list of external services you can try if 
you need help.

Emergencies
Fire, Police, Ambulance Dial   111

Civil Defence    0800 22 22 00
     For information and advice before, during and after an   
     emergency such as earthquakes, tsunami, fire, floods   
     and volcanic eruptions

Health
closest doctors    Tawa Medical Centre - 1 Rewa Terrace, Tawa, Wellington 
     Phone: 04 232 7193

closest dentist    Bing Dentist - 223 Main Rd, Tawa, Wellington 5028 
     Phone: 04 232 7146

Primary Health Interpreting Service: Based in Auckland but they offer an interpreting    
     service that can only be accessed by requesting this   
     when you visit your doctor.

Counselling and Support Services
Lifeline New Zealand   (09) 522 2999 or www.lifeline.co.nz/A free, confidential   
     and non-judgemental telephone counselling service.   
     Operating 24 hours a day, 365 days.

Youthline    0800 376633 or text support on 234 or email talk@  
     youthline.co.nz or http://www.urge.co.nz/home.html
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     Youthline offer a range of services for young people   
     and their families across New Zealand and is available   
     24 hours a day.

Chinese Lifeline   09 522 2088 or outside Auckland call 0800 888 880. 
     Provides a confidential and free telephone counselling   
     and support service for Cantonese and Mandarin  
     speakers. Operating hours are Mon-Sun 10am-2pm; 
     Mon-Fri 7pm- 10pm.

Student Support Services  Advice on Family and Student support
     www.familyservices.govt

What’s Up    Advice for kids on anything. 
     Telephone 0800 942 8787

No Bully    This is a helpline to assist and advise students who are   
     being bullied, victimised or discriminated against. 
     Telephone 0800 662 855 (24 hours)

Citizens Advice Bureau   0800 FOR CAB (0800 367 222)
     www.cab.org.nz 
     The Citizens Advice Bureau can offer you advice and   
     guidance on a range of issues. 

Government Departments
New Zealand Customs   www.customs.govt.nz

Ministry of Health   www.moh.govt.nz

Immigration New Zealand  www.immigration.govt.nz 
     Information to assist you settling into New Zealand 
     http://www.immigration.govt.nz/migrant/stream/study/ 
     imaccepted tellmemore/informationforyourfirstfewdays/  

Accident Compensation Corporation The Accident Compensation Corporation (ACC) provides  
     comprehensive, no-fault personal injury cover for all New  
     Zealand residents and visitors to New Zealand.
     www.acc.co.nz

Ministry of Education   www.minedu.govt.nz

Ethnic Affairs Language Line  Telephone 0800 656 656
     www.ethnicaffairs.govt.nz 
     Provides access to Government Services.

New Zealand Transport Authority Pedestrian safety 
     http://www.nzta.govt.nz/resources/roadcode/about-   
     other-road-users/information-for-pedestrians.html 

News and Current Events
Television New Zealand   www.tvnz.co.nz

New Zealand Herald   www.nzherald.co.nz

Download our Tawa Intermediate App at:
 

You can report an absence, get up to date information, order lunch, check out upcoming 
events, photos, check daily notices.
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