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Welcome to TM Academy (TMA)

TM Academy (TMA) is a unique training and educational academy located in Auckland, New Zealand’s
largest and most diverse and dynamic city. Originally established as a training facility in 2014 and
registered with NZQA as a Private Training Establishment (PTE) in 2025 (pending).

Our ‘operations arm’ TTM Traffic Solutions, specializes in comprehensive traffic management services,
offering expert solutions for stop-go services, road closures, lane drops, shoulder closures, and a wide
range of other temporary traffic management needs. Whether it's for construction, maintenance, or
events, our team of experts ensures safe, efficient traffic flow with minimal disruption.

At TMA we provide high-quality industry-driven courses and competency assessments, for people
wanting to join the Temporary Traffic Management (TTM) industry and for those already in the industry
and wanting to upskill. We also provide education in essential health, safety and emergency road
incident management. We are pleased you have chosen to be part of our team. We see the knowledge
and skills that we equip our learners with as essential to ensuing the health and safety, and effective
delivery of traffic management on New Zealand’s roads.

“Welcome to TM Academy (TMA), located in the heart of Auckland, New Zealand. As a vibrant and
inclusive institution, we are committed to your success. Our mission is to provide high-quality
education and training in a supportive and inspiring environment.

Take advantage of the resources, opportunities, and support available to help you achieve your
professional, academic, and personal goals”.

Marius and Britte Van Der Merwe - Founding Directors

Our mission: to deliver high-quality, industry-aligned safety-
focused training to address the growing demand for skilled
professionals in the Temporary Traffic Management (TTM)
sector.

Our kaupapa: delivering education and training to Maori and
Pasifika by using culturally responsive pedagogy and
building positive relationships, creating inclusive learning
environments, and using students' cultural knowledge and
experiences as a foundation for learning.

PLEASE NOTE:

Throughout this handbook there will be references to TMA Student Policies and Procedures. This
document will be located on our website, and also available in hardcopy in our main office, and with
the Student Services staff. Please ask us if you need any help locating this document.
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1 TMA Site and Staff
1.1 TMA Sites

Penrose Site
Our main TMA Site is located at:

77b Station Road, Penrose, Auckland 1061

We are situated directly opposite the Penrose railway station with a direct line into Britomart, in the

centre of Auckland city. There is a bus stop immediately outside the TMA Building
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1.2 Staff Contacts
Marius Van Der Merwe Marco Van Der Merwe
CEO Lead Facilitator
Britte Van Der Merwe Philip Connolly
Managing Director Facilitator
Cheryl Prakash Hugo du Toit
Administration & Student Support Facilitator
Zastra Van Der Merwe
Facilitator & Cultural Support
For all staff
& and any questions & concerns 0800 862 000 or info@tmacademy.co.nz

TM Academy Student Handbook 2025 - V1

Page 3 of 30



Whenuapai Site
The Whenuapai Site is located at:
125 Fred Taylor Drive, Whenuapai, Auckland, 0814

Whenuapai is a new TMA Site, for the delivery and assessment of specific TMA Courses. You will know

during the Course application process if your Course is going to be run out of Whenuapai. There is a
bus stop immediately outside the Site.

You will always come to our Penrose Site for Orientation & Induction, first day

Our kitchen facilities are here for your use. You
are welcome to tea and coffee and of course
there is a fridge and microwave for lunchtimes.
There are a number of lunch bars / cafes within
walking distance from TMA, and we will point
these out on your first visit.

We have two classrooms — Green Room and the
Purple Room. You will become familiar with
these on our first day — and especially if you are
completing longer courses with us J

All TMA sites are smokefree and vape free, except where there is a designated smoking area.
Smoking and vaping are not permitted inside and around TMA affiliated buildings and vehicles. Any

student who is found smoking or vaping in any non-designated areas on TMA premises will be asked
to move off the premises.
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2 Orientation & Induction

2.1 Orientation & Induction

Orientation begins with a welcome ceremony (mihi whakatau) involving TMA Academy (TMA):

=
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Leadership, Student Support, and Facilitators introductions

Advice on learner support services

Health and safety

Knowing where to go when you have a concern or question

Courses details

Equipment we provide, and equipment you will need to bring (course dependent)
Chromebooks and Learner Logins (if applicable to your course)

Complaints process - who is available for you to go toJ

Expectations of you the student

You will also complete all necessary paperwork to complete your enrolment in its entirety, so
you are ready to begin your Course with our Facilitators.

There will be the opportunity to ask questions, seek clarification and request support. The above
points will also be covered within this handbook. This handbook can be found in the classrooms, and
on our website www.tmacademy.co.nz
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3 Student Support

3.1 Student Services (SS)

Sometimes we are not functioning our ‘full potential” and we need a little bit of support and assistance
to get us back at ‘full speed’J

Our Student Services (SS) is your ‘one stop shop’ for all student matters at TM Academy (TMA). Our
friendly team is here to help.

As part of your registration process, you will be introduced to the Student Services team at TM
Academy (TMA) during your Orientation and Induction session - if you have not already connected
with them before your course begins. For any queries or support, you can contact the team directly at
info@tmacademy.co.nz.

Student Services are able to provide you with almost any information you require to support you on
your learning journey, and they will point you to the right person and information if what you need is
out of their wheelhouse.

3.2 Learner wellbeing, safety and support

TMA is committed to adhering to The Education (Pastoral Care of Tertiary and International Learners)
Code of Practice 2021..

This Code ensures that all tertiary education providers like TMA meet high standards in supporting
the wellbeing, safety, and educational outcomes of all learners.
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Our responsibilities are:

1.
2.
3.
4.

To make sure our learners' physical and mental wellbeing is prioritized.
To provide a safe and inclusive learning environment.

To offer access to quality learning support and guidance.

To safeguard learners’ rights and address grievances promptly and fairly.

TMA is dedicated to upholding the principles of the Code by:

f
f

il

Providing a safe and welcoming TMA learning environment

Ensuring all learners have the information and support to access to appropriate wellbeing
services, including health, counselling, and academic support.

Offering mechanisms for feedback, complaint resolution, and continuous improvement.

3.3 How to Access Support

Learners can access support by:

f
f
f
f

f

f

Visiting our student services office and speaking to one of our friendly staff. See 1.1 Staff &
Contacts, info@tmacademy.co.nz and 3.1 Student Services.

Contacting our Student Services team on 0800 862 000.

Check out Knowing the Code videos - https://wwwZ.nzga.govt.nz/tertiary/the-code/the-
code-for-learners/videos/

Accessing the full Code information - online at the Ministry of Education website
(https://www?2.nzga.govt.nz/tertiary/quality-assurance/the-code/).

You can also find all our Support contacts and services on our website
www.tmacademy.co.nz

Also see Appendices 4.1-4.3

If you have any concerns or need assistance, please do not hesitate to reach out to TM
Academy on 0800 862 000 or info@tmacademy.co.nz.

3.4 General Health and Safety at TMA

TMA facilitators treat health and safety very seriously — it is embedded in what they do - traffic
management.

While at TMA students are required to:

1

= =4 -4 -—a -

1

be responsible for adhering to health and safety procedures defined in TMA as a whole
and those specific to their own learning areas, including Student Rights and
Responsibilities within Student Charter document [See: Students Policies & Procedures]

listen and follow instructions.

be proactive and report hazards promptly to their facilitator.

report incidents, accidents and occupational illness promptly to their facilitator.
be familiar with emergency procedures.

ensure safe escape routes are unobstructed.

complete all necessary safety training and refresher training in a timely manner.

Please see TMA'’s Health and Safety Process Charts in Appendices, (5.6)
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A copy of the evacuation procedure along with a list of the current First Aiders and the locations of
the First Aid kits can be found in the classroom and onsite, permanently and prominently fixed on our
building’s walls.

3.5 Student Charter — your rights and responsibilities at TMA.

This information can be found in the TMA Student Policies and Procedures document in our main
office and on our website.

As a TMA student, your rights include:

At the beginning of your course

1 Toreceive before enrolment, information about the course and student support, including
course objectives, duration, costs and assessment procedures.

1 To have access to information and resources required to enable you to complete your
learning with us.

1 To have the workload for any course or courses:

indicated prior to study;

appropriate to the level of the course;

comparable with workloads in other parts of the course;

that is achievable while still meeting approval or registration requirements.

O O 0O
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Throughout your time as a student with TMA

1

To be treated as mature responsible individuals regardless of age, gender, culture or ethnic
origin sexual orientation political or religious belief.

To be free from harassment, victimisation and abuse by all members of the TMA
community, including physical, sexual, racially or disadvantaged based harassment, cyber
bulling including verbal abuse.

To be treated in a culturally sensitive and respectful manner by all members of the TMA
community.

To have access to your personal information held by TMA.
To have the opportunity to provide TMA with feedback on your courses including course
content and delivery, and to receive feedback on actions taken by TMA in response to

student evaluation.

To have input into all rules and regulations governing the conduct of students within the
TMA learning environment.

To lodge complaints within approved procedures without being subject to subsequent
harassment or victimisation.

To receive effective teaching from competent staff.
To have access to student support services which complement the learning experience
offered by the Staff including learning assistance and support services; website access;

administration and digital technology advice and support; student amenities.

To have provided, within available resources, support for students with disabilities to
enable all students to fully participate in learning and social opportunities at TMA

To have ownership of your work unless otherwise specified by TMA prior to the
commencement of the work.
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With regards to assessments TMA

1
1

For all forms of student assessment to be valid, reliable and authentic.
To have access to accurate formative assessments and/or feedback during your course.

To be given in writing within the first two weeks of commencing the course, in respect of
all internally assessed or examination courses the following information:

0 Subject outline, objectives and assessment criteria;

0 Assessment timetable, all course requirements;

0 All policies and procedures relating to students, including complaints and appeal
procedures.

0 Adequate amount of time to prepare for assessments

To have assessments marked and feedback provided within a specified period as
described by the academic regulations, and to have access to all assessments after
marking.

As a TMA student, your responsibilities include:

Throughout your time as a student with TMA

To act as mature, self-directing and responsible individuals.
To abide by the rules and regulations governing students conduct at TMA.

To afford respect and consideration for the rights and cultural differences of the TMA
community.

To respect the environment and property on TMA delivery sites.
To refrain from harassment of other members of the TMA community, including physical or
sexual harassment, racially, religious or liability-based harassment, victimisation, cyber-

bulling, verbal abuse or physical abuse.

To refrain from making unjustifiable allegations against other members of the TMA
community.

To be responsible for own safety and the safety of those around you or who you are with.

To comply with TMA’s zero tolerance policy regarding the use of illegal substances,
including drugs and alcohol.

To comply with all TMA safety and regulatory requirements.
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3.6 TMA’s zero tolerance policy

The use of illegal drugs will not be tolerated in any circumstances.

A student under suspicion of using illegal drugs may be suspended from a programme while
investigation into the matter occurs, and the police may be informed.

TMA reserves the right to request a random drug test if there is reasonable suspicion that a student is
under the influence of illegal substances.

Use of illegal drugs confirmed by a member of staff.

The evidence will be investigated. The student will be suspended from the programme while under
investigation and may subsequently be dismissed, and the police may be informed.

Caught in possession of illegal drugs by a staff member.

The police will be informed; the student will be suspended from the programme and will be dismissed
if the evidence is substantiated. All incidents will be treated as a ‘separate case’ in the evaluation of
evidence by the management and staff involved.

There will be opportunity for the student to respond. Information about any decisions will be given
orally and in writing.

The use and/or effects of alcohol while on TMA premises will not be tolerated under any
circumstances.

The use or possession of alcohol during programme time on site at TMA, confirmed by a member of
staff, will result in investigation of the evidence, possible suspension from the programme during the
investigation, and possible dismissal.

All incidents will be treated as a ‘separate case’ in the evaluation of evidence by the management and
staff involved. There will be an opportunity for the student to respond. Information about any
decisions will be given orally and in writing.

3.7 lLearning with TMA

At TMA we learn classroom and practical environments. Our facilitators are with you every step of the
way. If your Course is on our LMS - learning management system, we will guide you through this, so
you are confident accessing your resources in the class and at home. Our Student Services staff are
there to help with any learning hiccups you may have, and they work with the facilitators to ensure
they are providing their learners with helpful resources and learning content.

Along with your Course resources, you will also be provided with all Course details including what
your assessments will cover, how you will be assessed and when.

For longer Courses, we will select a Class Representative, so they too can provide feedback to the
Student Services staff and / or facilitators to ensure our learners are listened to.

TMA endorses the right of students to use Te Reo Maori in summative assessments. This means that
you may complete any course work or assessment — that counts toward your final grade — in Te Reo
Maori. It must be noted however, that many external examinations such as those required by
professional registration boards may only be completed in English.
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NOTE: TMA will implement procedures to ensure that provision is made for any domestic student
wishing to undertake a controlled assessment in Te Reo Maori. This will apply to any students for
whom Te Reo Maori is their first language, but does not apply when:

1 The assessment requires students to demonstrate an ability in English.
1 The skills being tested are required in a particular language other than English.
1 The candidate is an international student.

Translators who are appropriate and competent in Te Reo Maori, in the dialect being used will be
contracted by TMA. The translator must not be a friend, partner or member of the student’s family.

If you suffer from a long-term medical condition or disability, or have specific needs, if you haven't
already, please talk to your Facilitator, Student Services representative, Class Representative or any
TMA staff member you feel comfortable with, about your requirements. We will do our best to
provide you with assistance and/or access to community support agencies that may be able to
help you complete your studies and/or assessments.

TMA is committed to creating a safe online learning environment, and to the assurance of TMA
students as capable digital citizens. TMA considers the benefits and risks associated with technology
use when making any decisions related to the purchase or use of technology. TMA seeks to foster a
culture of successful digital citizenship in our students, staff and our wider community. We encourage
everyone to take responsibility for themselves and others in their use of digital technology and online
environments.

If a staff member or learner feels their safety has been comprised when it comes to the internet, in any
way, talk to a TMA staff member immediately. If a staff member or learner receives a digital
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communication that breaks any of the principles from Harmful Digital Communications Act (HDCA)
2015 (see policy summaries below), please talk to a TMA staff member immediately.

If you are feeling unsupported in any way regarding a complaint around harmful digital
communication, you can complain straight to Netsafe (https:/netsafe.org.nz/reportanincident/ ).
The HDCA also makes it illegal to post a digital communication with the intention of causing serious
emotional distress to someone else.

3.8 Academic information

TMA has policies and procedures in place relating to all academic standards and information. These
can be found on our www tmacademy.co.nz in the TMA Student Policies and Procedures document.
We have summarised a few important points for you below.

JATA

A==, N\CCESS TO STUDENT ACADEMIC RECORDS

You may apply for a formal copy of your academic records at any time — please request this through
your Student Services representative.

<]

B

== ASSESSMENTS

Assessment at TMA is an integral part of learning that will be used as a tool to guide you in gaining
knowledge and skills. The assessment process shall be transparent to everyone concerned and will
ensure that all assessments are planned, fair, valid, reliable and consistent.

q

Competency-based assessments:

Your assessments will be competency-based, which means you are deemed competent or not yet
competent for specific skills and knowledge requirements set out in the unit standards within your
Courses. You will have the opportunity to re-sit competency-based assessments, and your facilitator
will guide you through this process.

These conditions shall be clearly stated in all Course learner resources given to you at the start of
every Course and will be discussed in detail with your facilitator.

The privacy of all students shall be maintained. There will be a secure method for returning
assessment to ensure that no student can view an assessment result without the permission of the
student who submitted the assessment.

==, (1 ASS CONTACT AND ATTENDANCE

Class attendance is required as timetabled by the facilitator. From time to time, you may not be able
to come to class due to unforeseen circumstances or difficulties. Please contact your Student Services
representative to talk about your absence and we will do our best to help you make up for any lost
time as far as practicable.

q

an
[

J==, CROSS CREDITS/CREDIT TRANSFER

A cross credit or credit transfer is granted when a course you have passed previously is assessed as
being the same or equivalent to another course. For further details on how to apply for cross
credits/credit transfer, please speak to your Student Services representative.

T

TM Academy Student Handbook 2025 - V1 Page 13 of 30


https://netsafe.org.nz/reportanincident/
http://www.tmacademy.co.nz/

ﬁRECOGNITION OF PRIOR LEARNING

Recognition of Prior Learning (RPL) is a process that assesses the possibility of credit for previous
educational achievement and/or experience.

You will need to discuss this option with your Student Services representative.

ﬁGRADUATION

When at all possible, TMA will celebrate your achievements with you, through informal graduation
celebrations onsite.

.ﬂSTUDENT EVALUATION OF COURSES AND PROGRAMMES

Student feedback at TMA is one of the techniques used for determining the efficiency and
effectiveness of our delivery, resources and assessments. The information gathered from this process
is used to improve course design and delivery. We will ask you to complete anonymous feedback
forms for us during and / or after your course.
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4 TMA Policies & Procedures — Summary

This information can be found in the TMA Student Policies and Procedures document in our main
office and on our website www.tmacademy.co.nz

ﬁ COMPLAINTS PROCEDURE

TMA has a strong commitment to ensuring that your concerns/complaints are resolved quickly and at
the lowest possible level.

When investigating and addressing concerns/complaints TMA will not discriminate on the grounds of
gender, gender identity, race, ethnicity, sexual orientation, marital status, age, disability, religious or
ethical beliefs, or political opinions.

We provide a process that enables you to raise any issues that you believe impact on your studies, or
any concerns you might have about our service to you. We ask you to firstly, bring your concern to
any TMA staff member you feel comfortable to speak with. It is our duty to take this with the utmost
seriousness. TMA aims to be responsive to your needs. We are always here to listen and act
appropriately regarding any concerns you may have.

In the unlikely situation where we do not find a solution, and your concern is with TMA, there is a
process for resolution of learner complaints provided by NZQA. (https://www nzga.govt.nz/about-
us/make-a-complaint/make-a-complaint-about-a-provider/).

NZQA also provides provides guidance on avenues for escalation
(https://www?2.nzga.govt.nz/about-us/contact-us/complaint/education-provider/other-
organisations/) should anyone have ongoing concerns.

This is also an excellent resource to students resolve disputes. https://www studycomplaints.org.nz/

Helping domestic tertiary learners and ( O [oythovide }

'How we help'

international students resolve disputes

with their education provider

/

The full Student Complaints/Grievances Policy can be accessed at [www tmacademy.co.nz]
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<= STUDENT BEHAVIOUR | STUDENT CONDUCT

N

TMA is committed to providing a safe and productive learning environment. All incidents of student
misconduct will be addressed according to a clear and consistent set of procedures. These can be
found within the Student Charter and Student Conduct and Discipline Policy [www.tmacademy.co.nz]

Z==, SE OF SOCIAL MEDIA

s

TMA may utilise social media to enhance its profile and reputation, to listen and respond to posted
opinions and feedback, and to motivate loyalty and advocacy. We encourage students to support
our activities through personal social networking channels while adhering to ethical and
organisational guidelines. We request all students agree to our use of student photos and videos
taken during learning with TMA by way of signing our Online safety & permission to use media form.

(See Appendix 5.4)

TMA Online Safety & Responsible Use Policy Student Policies & Procedures [www.tmacademy.co.nz}

I

q

ONLINE SAFETY & RESPONSIBLE USE POLICY

TMA is committed to creating a safe online learning environment, and to the assurance of TMA
students as capable digital citizens. TMA considers the benefits and risks associated with technology
use when making any decisions related to the purchase or use of technology. TMA seeks to foster a
culture of successful digital citizenship in our students, staff and our wider community. We encourage
everyone to take responsibility for themselves. We request all students agree to our online safety
agreement terms by way of signing our Online safety & permission to use media form. (See Appendix
5.4)

TMA Online Safety & Responsible Use Policy Student Policies & Procedures [www.tmacademy.co.nz]

JATA

4= |LLEGAL DRUGS AND ALCOHOL

q

The use and/or effects of alcohol and/or illegal drugs while on TMA premises will not be tolerated
under any circumstances. The use or possession of alcohol and/or illegal drugs during course time on
site at TMA confirmed by a member of staff, will result in investigation, possible suspension from the
course during the investigation, and possible dismissal.

All incidents will be treated as a ‘separate case’ in the evaluation of evidence by the management and
staff involved. There will be opportunity for the student to respond. Information about any decisions
will be given orally and in writing.

TMA Student Charter Student Policies & Procedures [www.tmacademy.co.nz}
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J==\, \WEL1BEING, SAFETY AND HEALTH

N

TMA provides a safe and healthy working environment and systems for all students, staff, full-time,
part-time and adjunct teaching staff, contractors and visitors using the organisation’s facilities and
resources, and will comply with any New Zealand legislation regarding Health and Safety. All
procedures related to TMA's Health and Safety: Commitments & Responsibilities Policy
[www.tmacademy.co.nz] will also be embedded into courses and comply with the relevant statutory
and legislative requirements and the discipline being offered.

All delivery activities are aligned with Health and Safety policy and procedures for the safety of all
students, teaching staff and assessors.

i

q

EQUAL EDUCATION OPPORTUNITIES

TMAs Equal Education Opportunities (EEAO) Policy reflects TMA's values and stated philosophy of
student support and student centric learning. TMA aims to address any inequity and improve the
learning experience of any disadvantaged groups in courses across TMA. EEAO will be achieved
when factors irrelevant to course requirements no longer act as barriers to learning opportunities at
TMA. Such factors could include cultural identity; gender; belief; age; family responsibility marital
status; religious; political affiliation; disability; sexual orientation; financial circumstances; health status.

I

==, COMMUNICATION & PERSONAL DETAILS.

q

To ensure that all communication will reach you, please notify your Facilitator or Student Service
representative if any of your contact details change.

We are required by the Ministry of Education to record your full legal name in our records.

If for any reason you change your name after your first enrolment with TMA, please provide us with
the details of your name change and a verified copy of the document to support this.

JATA

d== FEES

q

Fee options will be fully discussed at your initial meeting with TMA staff. We are here to help you with
the enrolment process.

I

«<==» PERSONAL PROPERTY

A

[

Please be aware that your personal property is your own responsibility and that TMA will in no way
be liable for damage or loss.
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==\, PRIVACY ACT

N

TMA’s collection, use and disclosure of personal information is governed by the Privacy Act 2020. If
you believe TMA or one of its employees has breached your privacy, please talk to any TMA staff
member about the matter. Some of your personal information may be shared between TMA, the
Tertiary Education Commission, other training providers, the Ministry of Social Development, NZQA,
Ministry of Justice, potential employers, work experience placements, or other relevant third parties.
Please discuss any concerns you may have about this with us.

WITHDRAWALS AND REFUNDS FOR FEE PAYING PROGRAMMES

T

Students requesting a refund must formally withdraw from a course/course(s) by personally
completing and signing and returning the Withdrawal and Refund Application to the Student Services
staff. Forms can also be obtained from the TMA website. [www.tmacademy.co.nz] Student Services
can help you through this process.

Student fee refunds depend on the type of student, and the length of course.

If a student is enrolled in a course that takes more than three months to complete, the withdrawal
period and refund amount depends on whether the student is a domestic or international student.
You will find our Withdrawal & Refund form Appendix 5.5.

TMA Short Courses that are 7 days or less.

All students enrolled in Short Courses (7 days or less) will receive a 48-hour w/day cancellation
notice period (in writing) prior to the start date to receive a full refund, otherwise a full course fee will
apply. TMA send out reminders the week before course start date, with an attached Withdraw &
Refund Form allowing students/employer to action before 48-hours.

Withdrawal information: Please see TMA Withdrawal & Refund Policy [www.tmacademy.co.nz]
TMA must:

Allow every student enrolled for a programme or training scheme that is of more than 3 months’ to
withdraw from it and receive a refund up until the end of the 8" day:

1 The student may withdraw up until the end of the 8" day and are entitled to a full refund
less administration costs of up to 10% of any amount paid or $500, whichever is less.

1 Fromday 9 onwards any refund is to be in accordance with TMA's policy below.

Allow every student enrolled for a programme or training scheme that is of less than 3 months’
duration but not less than 5 weeks, to withdraw from it within a period of five working days from
start date; and

1 The student may withdraw up until the end of the 5th day and receive a refund of at least
75% of any amount paid.

1 From day 6 onwards TMA does not generally offer a refund, however, this will be decided
on a case-by-case basis by the Managing Director / CEO.
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Allow students enrolled on courses shorter than 5 weeks but not less that 2 days, to withdraw up
until the end of the second day and receive a refund of at least 50% of any amount paid. If the
learner has paid for 2 days only, the PTE can retain 100% of the payment.

When the refund period, in relation to any fees paid by, or on behalf of a student has expired:

The fees will be paid to TMA in accordance with conditions of the Public Trust Deed to which TMA
(S party.

https.//www2.nzga.govt.nz/about-us/protect-students/student-fee-protection/information-for-
learners/student-withdrawals-and-refunds/

<= STUDENT FEE PROTECTION SUMMARY

TM Academy Ltd complies with the NZQA Student Fee Protection Rules 2022 and the
Education and Training Act 2020 to ensure that students’ prepaid fees are safeguarded.

1 TMA protects your fees using a trust account managed by an independent trustee.

 If you withdraw within the refund period, you are entitled to a refund (less $500 or 10% of
the fee, whichever is less).

1 You can access the full Student Fee Protection Summary on TMA’s website in Student Policy
and Procedures doc.

1 1 TMA closes or cancels your programme, your unused fees will be refunded or transferred
to another provider.

1 For International students: If your visa is declined before the course starts, you will receive a
full refund (minus reasonable admin costs).
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5 Appendices
51 Knowing the Code

Did you know that wellbeing and
safety supports your learning?

The Code of Pastoral Care has been put together to
make sure you have the best possible support system.

This means that while you're learning, you should be:
 safe — physically and mentally respected for who you are
« supported in your learning and wellbeing

« connected with your social and cultural networks and

« able to have your say in decisions about services.

If you want to find out more, or if something isn’t working
for you, talk to your learning provider first or if you need to,
you can talk to NZQA.

For more information visit:
www.nzqa.govt.nz/know-the-code
Mana Tohu Matauranga o Aotearoa

@ @ nzqa .ofﬁ ca I New Zealand Qualifications Authority

SCAN ME

https.Z/www2 nzga.govt.nz/tertiary/the-code/the-code-for-learners/videos/
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5.2 Disputes resolution

'How we help'

Helping domestic tertiary learners and | @ 7= ™eviée ]

international students resolve disputes

with their education provider

https:/www studycomplaints.org.nz/

NZQA also provides provides guidance on avenues for escalation
(https://www?2.nzga.govt.nz/about-us/contact-us/complaint/education-provider/other-
organisations/) should anyone have ongoing concerns.
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5.3 Support directory

3Youthline:

1 Youthline provides support to young people through phone, text, and email counselling
services. They also offer face-to-face counselling, youth mentoring, and personal
development programs. Their services are designed to assist with personal challenges, mental
health concerns, and general well-being.

Lifewise:

1 Lifewise provides a range of community services, including housing support, mental health
services, and budgeting advice. They focus on empowering individuals to achieve
independence and well-being.

Auckland City Mission:

1 The Mission offers support to individuals in need, including food assistance, health services,
and crisis support. They also provide advocacy and support services to help individuals
navigate challenging situations.

Citizens Advice Bureau (CAB):

1 CAB provides free, confidential, and independent advice to help people understand their
rights and obligations. They offer guidance on various issues, including tenancy rights,
employment, budgeting, and more. With multiple branches across Auckland, students can
access support conveniently.

Tenants Protection Association (Auckland):

1 This organization offers advice and advocacy for tenants, helping with issues related to
renting, understanding tenancy agreements, and resolving disputes with landlords. They aim
to ensure that tenants are aware of their rights and can access support when needed.

1 Auckland Community Law Centre:

This centre offers free legal advice and assistance to individuals who may not otherwise have access
to legal services. They can help with issues such as employment rights, tenancy disputes, and other
legal matters that students might encounter.

These organizations are dedicated to supporting the Auckland community, including students, by
providing various services to assist with legal matters, personal well-being, housing, and more. Local
community centres provide additional support; a comprehensive list is available from Student
Services.
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These services below are operated by your local Health Centres and Hospitals

1 Depression Helpline 0800 1M 757
(text 4202; https:./depression.org.nz/)

T Tts Not OK (Family Violence) 0800 456 450
(https:/www areyouok.org.nz/)

1 Narcotics Anonymous 0800 628 632
(https:/nzna.org/)

1 Oranga Tamariki (Ministry for ~ 0508 326 459
Children)
(https:/www.orangatamariki.govt.nz/)

There are many online mental health and wellbeing support websites and apps; these two are well-

recommended.

M Clearhead (www.clearhead.org.nz )

9 Puawaitanga (http:#/puawaitanga.nz/)

Remember, TM Academy (TMA) is available to you for advice and support for all of the various issues

listed above, if you need support ask us first, we are here for youl
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5.4 Online safety & permission to use media form

Online safety agreement

This checklist is completed during orientation to confirm that the use of the internet and TMA’s ICT
systems is permitted only upon signing and returning this Online Safety Agreement.

By using TMA’s information and communication technologies (ICT), I agree to always act as a
responsible digital citizen. This means | will:

= =4

=A =4 =4 =4 = = =4 =4 =4

= =4

Academic, personal, digital, IT access and logins explained

Keep passwords and login confidential and secret

Respect TMA equipment by being careful with devices, negligence may lead to disciplinary
action and replacement cost payable by individual.

Use ICT to communicate with others in responsible and positive ways

Use TMA or private emails (on TMA devices) responsibly

Use the internet/data plans for the purpose of learning or work-related duties only

Do not access unauthorised websites that may expose TMA to viruses or compromise
copyright and intellectual property rights.

Immediately report any unacceptable or dangerous material that you accidentally came across
to TMA Management

Do not remove any equipment from TMA premises without prior written approval

Personal BYOD devices are exclusive to your own use

If provided with employer phone/data do not exceed the limits of the plan

Excessive or unauthorised personal use of TMA property will result in repayment and could
lead to disciplinary action.

Do not use TMA devices to access the internet for inappropriate or illegal purposes

Do not send inflammatory emails, including those that are or may be perceived as abusive
Avoid hasty or poorly considered messages that may cause upset, concern, or
misunderstanding

Take appropriate steps to protect confidentiality when sending sensitive or confidential emails
Remember that offers or contracts sent via email are legally binding, just as if sent in hard

copy
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Declaration

| acknowledge that 1 have been fully informed of the contents of the TMA Online Safety &
Responsible Use Policy and understand all the items discussed. Where relevant, 1 confirm that I have
been instructed in the appropriate and correct use of TMA ICT systems.

] understand that compliance with this policy is a condition of continued access to TMA's site and
ICT systems and is required under the Health and Safety at Work Act and Privacy Act legislation.

The inductor has highlighted the key points of this agreement, and | am aware of the procedures
involved. | understand that any breach of these rules may result in consequences, including
suspension of email and internet access, and possible disciplinary action in accordance with the

policy.

Worker/Student Name (Please

print) Signature Date

Inductor’s Name (Please print) Signature Date

Permission to use images / work / footage

Date_______ /o /o _ Class:
TMA will occasionally use images and/or video footage to support learning and assessment.

Images will occasionally be used to promote the programme for media releases, social media, website
and learning resources. TMA will occasionally send important previous, current or future course
information via email or text message.

Please provide your name and signature to confirm the below statement:

| give permission for work, footage and/or images to be used for educational and promotional
purposes.

Student name : Signature
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5.5 Withdrawal & Refund Form

traffi

TRAFFIC MANAGEMENT ACADEMY LIMITED
Pride ‘ Integrity ‘ Trust | Safety

Application to Withdraw and Refund

Lodging the application form
You can lodge your completed application including all supporting documentation to TM Academy Ltd
(TMA) Administration by one of the following means:

In person: If presenting supporting documentation as originals to be certified as copies at TM Academy Ltd
office. By email: info@tmacademy.co.nz

On receipt of your completed application, TM Academy Ltd (TMA) will assess the request in accordance
with TMA's Withdraw & Refund Policy (www.tmacademy.ac.nz) and advise you of the outcome in writing
within ten working days (or fifteen working days in peak admission and enrolment times).

Privacy Statement

In accordance with the Privacy Act 2020 (“the Act”), your personal information (including bank account
details) is collected for the purpose of processing your Withdrawal or Transfer request. Personal
information collected on this form will only be disclosed to appropriate TMA facilitation and administration
staff on a need-to-know basis and only for the purpose of assessing your eligibility to withdraw or transfer
from a course of courses and, if you are eligible, to credit a refund into the nominated bank account on this
form. You have a right to access your personal information at any time. Correction to personal information
on this form will be accepted prior to the withdrawal or transfer being approved and before any refund is
credited into the nominated account.

Please talk to your TMA representative to review the policy for withdrawal and refund of fees before
submitting this application

Personal Details

Today’s date: Date of Birth:
Given Name (legal):: Family Name:
Preferred first name: Previous name(s) known by:

Home Address Postal Address (if different)

Email: Contact No:

Student ID (NSN)::

Course Details

Course name: Start date:

TM Academy Ltd (TMA) — Student Application to Withdraw and Refund 2025 vs 1
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trafhi

TRAFFIC MANAGEMENT ACADEMY LIMITED
Pride | Integrity | Trust | Safety

Reason for Cancellation / Withdrawal:
Please provide your reasons for withdrawing and cancelling your enrolment (tick one box that is most
applicable)

[ 01 - Financial reason [ 02 — Course not what | expected

[J 03 - Course workload [J 04 - Dissatisfied with teaching

[J 05 — Health reasons [J 06 - Transport

[J 07 — Family reasons [J 08 — Work commitments

[ 09 — Course cancellation [ 10 — Moving away

[J 11 — Timetable clash [J 12 — Taking employment directly related to course

[ Other — Please provide details

Refund:

If you are entitled to a refund of any costs related to your programme, state the bank account number and
name of whoever paid your fees, and attach a copy of bank statement or deposit slip or contact the TMA
administration (info@tmacademy.co.nz).

Note: Name of Account must match registered bank account.
Account Name

Account Number

Student Declaration:

| confirm that the information contained on this form or provided in support of my enrolment is true and
accurate. | understand that TMA will disregard this form if the information | have provided is false,
incomplete or misleading. | understand that by submitting this form, | am liable for any fees and charges
made by TMA. | undertake to arrange payment of all fees and charges promptly. | agree to the terms of the
TMA Withdrawal and Refund policy on cancellations, withdrawals and transfers (summarised on this form).
I undertake to advise TMA of any change in my address or course attendance.

0 Medical Certificate from a registered medical practitioner

[J Statement of support from a counsellor psychologist that is certified
[ Activation orders for compulsory overseas military service

[J Other, Please provide explanation

| declare that the information provided by me is true and correct. | have read and understood the
information contained on this form and the Withdraw and Refund policy (www.tmacademy.ac.nz) and in
hard copy with the TMA Student Services representatives. .

Student Signature & Print Name Date

TMA Representative Signature & Print Name Date

TM Academy Ltd {TMA) — Student Application to Withdraw and Refund 2025 vs 1
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TRAFFIC MANAGEMENT ACADEMY LIMITED
Pride ‘ Integrity | Trust ‘ Safety

FURTHER INFORMATION ON WITHDRAWING - complete all sections above.

e You must complete this form to withdraw and apply for a refund from any course that you have
been enrolled in. The date of your withdrawal will be taken from the date the completed
withdrawal application form is received by TMA.

e [fyou have stopped attending your course(s), you must advise us by submitting this form, even if it
is after the course withdrawal deadline. TMA reserves the right to cancel an enrolment where
insufficient progress on a course or programme has been made.

e |f you have paid but never attended, you may be withdrawn by TMA. You will be notified in writing
at your last notified address prior to the withdrawal being actioned. A withdrawal application from
a course will only be accepted within the enrolment period that you are enrolled in for that course.

*  You can withdraw up until the end of the 8th day and are entitled to a full refund less
administration costs of up to 10% of any amount paid or $500, whichever is less.

From day 9 onwards any refund is to be in accordance with the PTE's own refund policy.

o TMA will allow every student enrolled in a programme or course of greater than 3 months’
duration to withdraw from it within a period of 10 working days from start date; and refund to that
student any payments made to TMA in respect of their enrolment.

e NOTE: Some programmes have specified dates after which you are not permitted to withdraw.
TMA has specific policy and procedures that apply to withdrawal and the refund of tuition fees.
These regulations may be found in the Withdrawal and Refund Policy, available on the website
www. https://www.tmacademy.co.nz , and available on NZQA Student Withdrawals & Refunds

® When the refund period has expired no refund of tuition fees will be made to the student. In some
exceptional circumstances a whole, or partial refund may be made

REFUNDS ON COMPASSIONATE OR EXCEPTIONAL GROUNDS

¢ No refunds shall be made after the refund period except on compassionate grounds that affect the
student’s study ability, e.g. iliness, injury, events beyond the control of the student or exceptional
grounds, at the sole discretion of the Managing Director. To be considered for a refund on
compassionate or exceptional grounds, a student’s written application to withdraw must be
accompanied by appropriate evidence.
e This form must be submitted to the Managing Director. or the TMA Administrator and must be
completed and returned to TMA for processing. An administration fee may be charged.
REFUNDS
e Arefund may take up to three weeks to be processed, excluding Compassionate Considerations,
which are handled as per process requirements.
e Ifacourse is cancelled or postponed for any reason, your fees will be refunded in full or can be
credited to another course.
GRADES ON ACADEMIC TRANSCRIPT
e If you withdraw prior to the course start date or before the last full refund date, no grade will be
recorded.
e Ifyou withdraw after the last full refund date and before 60% of the course has been completed, a
“W” grade will be recorded.
e [fyou withdraw after 60% of the course has been completed, a “NYC” grade will be recorded.

Paid and COMPLETED (PASSES) NZQA Unit Standards results attached to the course(s) from which you are
withdrawing will be forwarded to NZQA for recording on the NZQA Records of Learning database.

TM Academy Ltd {TMA) — Student Application to Withdraw and Refund 2025 vs 1

TM Academy Student Handbook 2025 - V1 Page 28 of 30



5.6 Health & Safety Process Charts

INCIDENT & EVENT PROCESS

Any concerns, please talk to your HSR

PRESERVE SCENE &
INFORMATION INITIAL
« Communicate incident to INVESTIGATION
direct manager asap « STMS Complete incident/event

« Statement from injured report on MyTTM (Detailed
parties with actions taken on site)
- Assign to direct manager
« H&S Rep to investigate via
IMPLEMENTATION phone call with effect parties.
OF CONTROLS « Add photos or supporting
document to report on MyTTM
« Document suggested
controls FINAL ANALYSIS &
» Investigate suggested INVESTIGATION
ntrols
. ;glpl:mentation to be » HSR to complete analysis
done within 1 month post and investigation
incident (maximum) or » Complete all H&S policy
otherwise communicated documentation
if unsustainable + Schedule, attend and
produce control
COMMUNICATION implementations with;

« Send out appropriate communication to all effected parties

« Communicate to wider TMA team, clients or visitors the findings within the
investigation

« Red Alerts distributed (if required)

« Update records, modify process, procedure, and registers

effected members, line
managers and senior leaders
(if required)

HSR PROCESS

Any concerns, please talk to your HSR

RAISE YOUR ISSUE

Anyone can report or raise H&S
concerns. Either by completing a
H&S Report or talking with a
HSR

RESOLUTION
All concerns are important
so will need to come to a
satisfactory resolution for
all parties involved.

5

RECOMMENDATIONS
+ Management close report with outcome communicated to all parties

+ HSR recommendation are passed onto PCBU. All parties have
meetings to resolve issue in a timely matter

traffic
ma

wremaent

INVESTIGATION

+ Report is completed and
is investigated by
respective manager

« HSR to complete
investigation

REPORT STATUS

« Management records actions

/ investigation & closes
report once completed

« HSR to complete a report to

either bring to HSC or upline
to management.
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