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Information for Principals’ Nominees
· Information for schools can be found at the Te Kura website http://www.tekura.school.nz/information-for-schools
· Specific information regarding qualifications can be found here:

http://www.tekura.school.nz/information-for-schools/qualifications-information
Service Level Agreement (SLA)
· When a school enrols a student with Te Kura via online enrolment, a Service Level Agreement is agreed to as part of the enrolment process.
· The SLA outlines the responsibilities of both the school and Te Kura including qualifications responsibilities. See the SLA on the Te Kura website for full details http://www.tekura.school.nz/information-for-schools/service-level-agreement
· The main qualifications-related points that schools need to be aware of are:
· The student’s home school provides entry details to NZQA for students enrolled in Te Kura NCEA courses for Secondary Dual students

· The home school is required to collect the NCEA fee associated with these entries 

· Te Kura sends internal assessment results letters to the Principal’s Nominee of each school at least once a term

· The home school must submit internal assessment results using the provider code for Te Kura (0498)
· The home school must enter the students for all the external standards they wish to enter including the externals for Art, Graphics and Technology.

Memorandum of Understanding (MOU)
· Alternative Education providers, Teen Parent Units or other unaccredited schools must have a Memorandum of Understanding with an NCEA accredited school in order for their students’ results from Te Kura to be reported to NZQA.
· Schools holding a MOU with Alternative Education providers, Teen Parent Units or other unaccredited schools must provide entry details to NZQA, collect fees and submit results on behalf of these providers.
Practice exams

· Practice exams will be posted to the Te Kura co-coordinator at the school towards the end of August.
· Students need to sit practice exams if they are to be eligible for a derived grade.

External entries

· It is important to make sure that students discuss with their Te Kura teachers which standards are appropriate for them to enter. The decision about which external standards a student is entering should be sent by the home school’s Te Kura Coordinator to their Principal's Nominee so that the entries can be processed.
· Schools need to ensure that Te Kura students are entered for their externals using the provider code for Te Kura (0498) in time for the September 1 file. This is especially important for Languages or where a portfolio is to be submitted for external assessment i.e. students studying Visual Art, Graphics and Technology.

Internal entries

· Please DO NOT enter indicative internally assessed entries as many students may not be assessed for all standards within a course or may be offered additional standards.

· Results for internally assessed standards will be posted to your Principal's Nominee near the end of each term.  

· These results must then be entered on your school management system and submitted to NZQA, with the correct version number and using our provider code, 498.

List of achievement and unit standards

· The list of achievement and unit standards offered in the current year by Te Kura identifies all standards that could possibly be assessed for each course and can be found here:
http://www.tekura.school.nz/information-for-schools/qualifications-information
· This list is provided to help Principal’s Nominees make correct NCEA entries for externally assessed standards. 
Versions

· Please note the version number for some internal standards may not be the latest, but is the current version that is being offered by Te Kura.
Results letter timeline

· Te Kura sends student internal assessment results to school Principal’s Nominees and Te Kura 
Co-ordinators as follows:
1. Mid February – catch up results from the previous year are sent to schools for entry directly onto the NZQA secure website. These results are for work which arrived at Te Kura after the internal assessment deadline.
2. End of Term 1

3. End of Term 2

4. End of Term 3

5. Late November
· Only one copy of the results letter is sent to each school. Please make sure you pass on a copy to all of the people in your school who have any responsibility for Te Kura students.

· Te Kura can send one-off results letters electronically on request in addition to the scheduled hard copy letters. To request a one-off results letter, please email Alex Eslor: alexandra.eslor@tekura.school.nz
Internal assessment deadline

· Work must be at Te Kura no later than 30 October in order for results to be included in the November results letter and therefore in time for your December file to NZQA. 

· Please note, if Te Kura receives work after 30 October, there is no guarantee that the work can be assessed in time to appear on the student’s results notice in January.
Accommodating Te Kura students for exams

· Te Kura is not an exam centre and therefore Te Kura students entering for external examinations need to be able to sit their exams at other schools within their communities. 
· Students should make a preliminary contact with the host school (advising their intended subjects) to see if they can be accommodated for end of year exams.

· Once Te Kura students have paid their NCEA fees, they receive a Confirmation of Examination Centre Form or ‘Pink Form’ from Te Kura.

· Students then follow up by making an appointment with the Principal’s Nominee at the host school and the agreement to accommodate the student for their exams is formalized by having the pink form signed. The host school should keep a copy for their records and the student should take the original pink form away for their reference.

· Te Kura thanks you for accommodating our students for their exams.

Derived grades
You, as the home school, are responsible for entering all grades for exam sessions covered by a Derived Grade application, including grades for secondary dual enrolled students for which Te Kura is the subject provider.

Email your derived grade request application for which Te Kura is the subject provider to joanne.parmenter@tekura.school.nz, including the student’s name, NSN, subject and standards being applied for.

· Check our Te Kura provider code (498) has been used to enter the standard/s

· Jo Parmenter will notify you by email with a derived grade for each external standard requested so you can make your on-line application.
Contacts for qualifications information at Te Kura:
Alex Eslor, Senior Qualifications Advisor   (your main contact person)

· Email
( alexandra.eslor@tekura.school.nz
· Phone
( 0800 65 99 88 extension 8127

· Fax

(04 496 1295

Cheryl Brownrigg, Qualifications Manager
· Email
( cheryl.brownrigg@tekura.school.nz
· Phone
( 0800 65 99 88 extension 8484

· Fax

(04 496 1295
Jo Parmenter, Qualifications Administrator
· Email
( joanne.parmenter@tekura.school.nz
· Phone
( 0800 65 99 88 extension 8850

· Fax

(04 496 1295

� For schools with Primary Dual students enrolled in NCEA courses, Te Kura will manage the NCEA payment and reporting process
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