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WELCOME

TO AORAKI POLYTECHNIC

This guide has been prepared to help make your start at Aoraki

a successful one.

Good luck with your studies, if you have any concerns or questions on
the enrolment process please contact us on 0800 426 725 ext 942.

GUIDETO ENROLMENT

Please read this Guide to Enrolment carefully. It is intended to help
you through the process of enrolling and sets out Aoraki Polytechnic's
Terms and Conditions of Enrolment. If you have any questions,

or would like assistance to complete the Enrolment Form, please

telephone the Student Advisors on 0800 426 725 ext 942.
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CHECKLIST TOWARDS ENROLMENT

Once you have completed your Enrolment Form, use this
checklist to ensure that you have completed all sections and
attached all required documents.

Documents to verify Identity and Citizenship
NZQA or National Student Number
IRD Number (if applicable)
Signatures (Student Declaration and Conditions)
(Guardian/parent if under 18)

Completed all sections
Send completed Enrolment Form to:

Aoraki Polytechnic

Private Bag 902, Timaru 7940

OO Ogog

Please note:When you complete and submit an Enrolment Form,

you are NOT FULLY ENROLLED until:

*  you have received formal written notification that your
application has been successful

*  you have returned the ‘Notification of Acceptance’ document
to confirm your place on your programme of study.You will
receive this ‘Notification of Acceptance’ with your formal letter
of offer.

IMPORTANT INFORMATION -
STUDENT ALLOWANCE

All Student Allowances can only be paid from the date

StudyLink receives your application. This means there will

be no backdating of payments. Do not delay. You must apply

by the end of the first week of your programme or you will

miss out on some payments. Apply well before your programme
begins and you will get your payments when you need them most.

IDENTIFICATION

If you have studied with us before, you will have an Aoraki
Polytechnic student number. Contact the Student Advisors on
0800 426 725 if you do not remember your student number.
If you are enrolling for the first time, you will be given an
Aoraki Polytechnic student number. This number will be up to
10 digits and should be used on all correspondence with the
Polytechnic.Your Aoraki Polytechnic student number is for
internal Polytechnic use only.

NATIONAL STUDENT INDEX
AND YOUR NATIONAL
STUDENT NUMBER

During 2003, the Ministry of Education introduced a National
Student Index (NSI). The NSI system identifies each tertiary
education student and National Certificate in Educational
Achievement (NCEA) candidate through a unique National
Student Number (NSN).

The Ministry of Education collects the following information
for the NSI: * your full legal name;

* date of birth; * residency status; * gender.

Please note that the details you provide of your full legal
name, date of birth, citizenship and residency status on the
Enrolment Form, will be included in the NSI, and will be used
in an Authorised Information Matching Programme with the
New Zealand Birth, Deaths and Marriage Register. For further
information please see http://www.nsi.govt.nz/ima

The NSl is also used by the New Zealand Qualification
Authority (NZQA) to record credits and qualifications gained
by learners on the National Qualifications Framework (NQF).
This means that if you have a record of learning number this
will also be your National Student Number on the NSI.Your
unique NSN stays with you for life.

PERSONAL DETAILS

You must use the same name that is on your legal identification e.g.
birth certificate or passport, (or provide proof that it has changed
e.g. marriage certificate/deed poll papers). Please copy from your
birth certificate or passport.

The Ministry of Education requires us to establish your identity by
collecting and verifying (proving) your full legal name.

If this is the first time you have registered with Aoraki Polytechnic
(or you have never supplied documents in the past) you need to
provide a verified copy of evidence of your full legal name
and age. If you have enrolled with us before, and your name

has changed since your last enrolments, you will need to send us
verified documentation to confirm that change.A verified copy
of an original document is acceptable.

A verified copy is a photocopy that has been confirmed and signed
by an authorised person who has sighted the original document.

An authorised person is listed in the Oaths and Declarations Act of
1957. Examples include: Barrister or Solicitor, Justice of the Peace
(JP), Court Registrar, Notary Public or Member of Parliament.When
a learner is in a remote community, a school principal, minister of
religion or general practitioner is acceptable.

Alternatively you can take the original documents and Enrolment
Form to any Aoraki Polytechnic Campus and a copy will be taken for
you.

The following are examples of acceptable documents: (Do not send

originals)

*  Birth Certificate, Passport or Certificate of Citizenship (with
place of birth stated as New Zealand, Cook Islands, Tokelau,
Niue, or Australia). If you need to obtain a birth certificate,
contact Birth, Deaths and Marriages on 0800 22 52 52.If you
have a credit card, you can order copies of certificates at that
number.

*  Overseas Passport with residency stamp, work permit or
student permit for international students.

*  Certificate of Identity (from the New Zealand Immigration
Service).

*  Marriage Certificate or Deed Poll declaration (for change of
legal name only).

*  Statement of Whakapapa:A verified copy of a whakapapa
statement is acceptable only when a birth certificate cannot
be obtained. Both the learner and a kaumatua must sign the
whakapapa as evidence of identity and citizenship. Please
request a template from Registry.

Verified copies of documents must be mailed to us. A faxed
copy is not a legal document.

Note:Your enrolment cannot be confirmed until we have
sighted complete documentary evidence of your full legal
name, age and citizenship.

RE-ENROLLING STUDENTS

Returning students are able to use an active NSN plus photo ID.
The student Aoraki Polytechnic ID card is sufficient for this purpose.
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CONTACT DETAILS

You must supply us with a home address that is not a Post
Office (PO) Box number.You have the option of receiving your
course material and correspondence at an alternative

delivery address, which can be a PO Box Number.

Emergency contact

Please provide the contact details of someone we can
contact in case of an emergency.

Post Codes

Where possible when supplying details of your address can
you add the appropriate Post Code.The Ministry of Education
requires us to collect this information. If you are unsure of
the Post Code you can look it up at:

www.nzpost.co.nz/cultures/en-nz/onlinetools/postcodefinder/
CITIZENSHIP AND RESIDENCY

Your citizenship or residency status tells us whether you are a
domestic or international student.

Domestic students

If you are younger than |6 years of age, you may enrol with us
(subject to meeting programme admission requirements), but you
must have an approved school exemption certificate from the Ministry
of Education prior to beginning an Aoraki Polytechnic programme.

If you are under the age of 18, you will also need to get your
guardian/parent to sign this enrolment form.This is because under
the Minors Contract Act anyone under 18 cannot enter into a

legally binding contract.An enrolment is treated as a legal contract.
You are a Domestic Student if you are a citizen of New Zealand or a
citizen of the Cook Islands, Tokelau or Niue studying there or in New
Zealand or you are a permanent resident of New Zealand (including
Australian citizens or permanent residents) living in New Zealand.
Permanent residents do need to identify their country of citizenship.

Foreign/International students

You are an international student if you are not a citizen or
permanent resident of New Zealand (as described above).
International students must pay full fees. Only certain programmes
are approved for admission by international students (talk to the
International Department for this information).

You must provide verified evidence of your right to study in New
Zealand by presenting the following relevant documents:

* passport or birth certificate;

» work permit;

* visitors permit (only for short courses of

12 weeks or less);

* current student visa/permit.

ETHNICITY

You may tick up to three boxes in this section. Please
give the specific name of your ethnic group if you ticked
any of the following:

* Other Pacific Peoples;

¢ Other Asian;

* Other.

IWI AFFILIATION

If you identified yourself as New Zealand Maori in the

Ethnicity section, the Ministry of Education requires that

you specify your Iwi.

A list of Iwi codes has been compiled by Statistics New Zealand and
is included in this Guide to Enrolment. Please select up to three Iwi
codes from the list at the back of this Guide in Appendix I.
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SECONDARY SCHOOL

The Ministry of Education requires us to collect information on the
last New Zealand secondary school you attended and the highest
level of achievement you hold.

If you attended an overseas secondary school, state ‘overseas’ as
the answer to the first question of this section and specify the
highest level of achievement you gained.

You must supply these details otherwise we will be unable to
confirm your enrolment.

TERTIARY STUDY

Tertiary study is study taken after you left secondary

school but excludes STAR, community or self-interest programmes.
If you have enrolled in tertiary study before, answer ‘No’ to

this first question. Then write the year in which you achieved

this qualification in the space provided.

PRIORACTIVITY

The Ministry of Education requires us to report on your main
occupation or activity in New Zealand on | October of the year prior
to your first year of study at Aoraki Polytechnic.

DISABILITY

The Ministry of Education requires us to report on the
numbers of students with disabilities who enrol with us.We
may be able to assist you with your studies.

For enquiries contact our Inclusive Education Co-ordinator on
0800 426 725 ext.814.

The Inclusive Education Co-ordinator is located at our Timaru
Campus and is available at all campuses by appointment. On
enrolment, please arrange to meet with her to make your
needs known. Check our website for assistance:
www.aoraki.ac.nz

IRD INTEREST WRITE-OFF

Student Loan Interest Write-off

You will pay interest on any Student Loan money you borrow
through StudyLink. However, you may qualify for an interest
write-off from Inland Revenue (IRD). It is important you provide
us with your IRD number because it is through Aoraki
Polytechnic that IRD receives information as to whether you
qualify for an interest write-off. If you qualify, this process will
happen automatically once your Student Loan has been
transferred from StudyLink to Inland Revenue.

To find out if you are eligible for an interest write-off, visit the
Inland Revenue website www.ird.govt.nz/studentloans or
contact them on 0800 37 77 78.

PROGRAMME, COURSE ENROLMENT
DETAILS ANDYEAR OF STUDY

Enter the programme name along with course titles and year of study
in the boxes provided. Contact the Student Advisors if you need
assistance. If you are enrolling in more than one programme, you will
need to complete separate enrolment forms.

PROGRAMME FEES
AND PAYMENT OPTIONS

Everyone enrolling on an Aoraki Polytechnic programme will
pay a fee to take part. Failure to pay any part of the fee will
affect your eligibility to graduate.

For most programmes, the fee is made up of the following:

* basic tuition fee;

* compulsory course costs;

« student services levy;

¢ student ID card;

* GST.



Please check with your school Office Managers as some
courses may have additional related costs - e.g. exam fees,
equipment, text books.
Payment can be made by the following:
Credit Card / EFTPOS

Is available at all Aoraki Polytechnic campuses.
Cheque
Cash

By post or in person.

In person.

* You may be required to pay a non-refundable deposit,
prior to the start of the programme.This will be specified in your
letter of offer.

Fee Payment Options

Fees are payable before your programme of study official start
date.Aoraki Polytechnic regards all students as valued clients, but
also has a responsibility to students who have paid their fees. Non-
payment of fees is regarded seriously and Aoraki Polytechnic will
take steps to obtain the required payment, including prohibiting
students from class, not releasing academic results, issuing of
certificates and diplomas; and referring unpaid debts to a debt
collection agency for recovery action.

Payment of fees by installment is possible but only in

exceptional circumstances and only if formal approval is

given by the Finance Manager.

The following conditions apply:

* a written application explaining your exceptional
circumstances must be provided to the Finance
Manager before the commencement of your programme;

* a satisfactory credit check;
« if the application is accepted, students must sign a
declaration stating tuition fees will be paid in full;

* an initial payment of no less than 10% of the tuition fee
must be made prior to programme commencement;

* a time period of no more than 66% of the length of the
programme will be agreed, with installment payments
due at defined intervals. These dates will be outlined in
writing for you;

* an additional fee, a minimum of 10%, will be charged to
cover the additional administrative and financial

costs incurred by installment payments. This 10% charge
will be calculated on the balance outstanding at the end
of each month.

Paying your fees by cheque

Please make cheques payable to Aoraki Polytechnic.Your
cheque will be banked promptly.

Paying your fees by Student Loan

You should apply for a Student Loan through StudyLink

well before your programme starts.You can call them on

0800 88 99 00 or you can apply online at
www.studylink.govt.nz - StudyLink will pay your fees once your
application has been approved.You should apply at least a
month before your course starts. There were changes to the
student loan scheme from 201 |. Please check the above
website for details.

Please note: not all courses are eligible for Student Loans.
Check eligibility with Registry.

If you are enrolling in a programme that runs by semester; all
fees must be paid before the semester starts.

Send your Enrolment Form to

Aoraki Polytechnic, PrivateBag 902, Timaru 7940

so we can start checking your enrolment

and verifying your documentation.To confirm your enrolment,
we will check you have completed all sections of the
Enrolment Form, provided all the required verified documents
and that you are eligible to enrol.

WITHDRAWAL FROM A PROGRAMME

Any student who is contemplating withdrawing from

a programme should discuss their reasons for withdrawal
with the Programme Co-ordinator or the Head of
School concerned.

Any student wishing to withdraw must submit his/her reasons in
writing to the Head of School. This is done by completing the
Student Withdrawal Form.

On withdrawing from the programme, all Aoraki Polytechnic
property, such as library books, must be returned and all
outstanding accounts paid.

When leaving a programme you must stop your Student
Allowance and Student Loan arrangements with StudyLink. Call
StudyLink on 0800 88 99 00. Failure to do this may mean you

will have to repay overpayments.

Students who are unable to complete their programme due to ill
health should contact the Programme Co-ordinator or the Head
of School concerned. Deferment of your studies may be an option.

On withdrawal, your academic record will be as follows:

e If you withdraw your academic record will show 'withdrawn'
on your academic transcript for all courses
of the programme not completed. Courses within a
programme that have been successfully completed will
appear with the appropriate result on your academic record.

The table below gives details of the effect a programme
withdrawal has on your academic record and your
entitlement to a refund.

Please Note: Your official withdrawal date is the date on
which the Polytechnic received notification of your withdrawal
in writing, not the last day you attended class.

Should circumstances arise that are causing you difficulty in
continuing with your study, whether they are personal,
financial or programme related, the first person you need to
talk to is your Programme Co-ordinator.

Fee Refund Academic Record
(courses)
Total withdrawal before Deposit retained None
programme begins
Withdrawal after the programme has 100% Less 12.5% Only for

started, but before 10% of programme Admin fee + ID card

has been completed. completed

courses /modules

Withdrawal after 10% of programme None As appropriate
has been completed, but before 80%

has been completed.

After 80% of the programme None As appropriate
has been completed.

Attendance deteriorated None As appropriate

and eventually ceased
(Faculty Withdrawal).
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If a loan or allowance issue is causing you a problem then you need Compliance with the Privacy Act 1993
to talk with the Registry Department. Ask your Programme Co-

. . . . Aoraki Polytechnic undertakes to collect, update, use, store
ordinator or the School Administration where to find them if you Y > Upcate, '

disclose and exchange personal information in accordance

are unsure. with the provisions of the Privacy Act 1993.

Loan and allowance issues can be cleared up relatively The Polytechnic will, in accordance with the provisions of the
quickly so ask Registry as soon as you are aware that there Act, make the personal information it collects about a
is/could be a problem. particular student available to that student on request and

will make any appropriate corrections to that information to
ensure the information held is accurate.

TERMS AND CONDITIONS OF

Withdrawal from a programme by International Students

Information re International Student withdrawal processes is
available in another publication.

Please contact the International Department for more details. ENROLMENT

Aoraki Polytechnic reserves the right to alter training start
THE PRIVACY ACT ( | 993) dates or arz;end training content af required. ’
Use of Personal Information Collected Commencement of all training is subject to sufficient
When enrolling, all students are required to consent to the enrolments and gaining internal and external approvals.
personal information which they have provided to Aoraki Fees may also be subject to some alterations prior to
Polytechnic being used for purposes related to the matters commencement.
with which they are involved as a student, as required Failure to suPP'Y Information

between external agencies and Aoraki Polytechnic. Intending
students are advised that the information sought on
enrolment forms is required to enable the Polytechnic to
comply with its purposes and functions under the Education
Amendment Act (1990).The information will be held by
Aoraki Polytechnic and used in the following ways: Reference and note:

I. Relevant personal information from a student's enrolment Ministry of Education. (2011). Single Data Return.
form will be available to those members of the
Polytechnic staff responsible for matters with which the
student is involved including:

Students are advised that failure to supply the information
requested by the Polytechnic, or the supply of incomplete or
false information may result in the Polytechnic declining or
cancelling the enrolment.

A manual for teacher education providers and student
management system developers. Wellington: Author.

* the student's enrolment at the Polytechnic;
* establishing and maintaining student records;

* providing tuition, appropriate academic advice
and support;

* maintaining order and discipline;
* debt collection.

2. The Polytechnic is also required by certain statutes to
provide some personal information (typically name,
current address, date of birth, gender, ethnicity and
academic details) to some other agencies. The agencies
who may require Aoraki Polytechnic to provide this
information include:

* any other tertiary institution to, or from, which the
student is transferring;

* Industry Training Organisations and/or local
Advisory Committees; for the purpose of reporting
statistically on results;

* the Ministry of Education, for statistical purposes,
eg EFTS, loans and allowances;

* New Zealand Qualifications Authority (NZQA);

¢ Work and Income New Zealand;

* Department of Immigration (where students are
not New Zealand citizens or permanent residents);

» Student Loans Management (only where a student
loan is involved);

* other agencies where disclosure is required for data
matching or the maintenance of law and order as
defined in the Privacy Act 1993;

 agencies who support particular students
through scholarships, prizes, payment of fees and
other awards.
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APPENDIX | - IWI CODES

New Zealand Standard Classification of Iwi (2005)

Te Tai Tokerau/Tamaki Makaurau
(Northland/Auckland) Region

0100 Te Tai Tokerau/Tamakimakau Rau
(Northland/Auckland) Region not
further defined

0101 Te Aupouri

0102 Ngiti Kahu

0103 Ngiti Kuri

0104 Ngapuhi

0105 Ngapuhi ki Whiingaroa-Ngiti
Kahu ki Whiingaroa

0106 Te Rarawa

0107 Ngai Takoto

0108 Ngiti Wai

0109 Ngiti Whitua

0110 Te Kawerau

011l Te Uri-o Hau

0112 Te Roroa

Hauraki (Coromandel) Region

0200 Hauraki (Coromandel) Region (not
further defined)

0201 Ngiti Hako

0202 Ngiti Hei

0203 Ngiti Maru (Marutuahu)

0204 Ngiti Paoa

0205 Patukirikiri

0206 Ngiti Porou ki Harataunga ki Mataora

0207 Ngati Plikenga ki Waiau

0208 Ngati Rahiri Tumutumu

0209 Ngiti Tai (Hauraki)

0210 Ngati Tamatera

0211 Ngati Tara Tokanui

0212 Ngati Whanaunga

Waikato/Te Rohe Pétae
(Waikato/King Country) Region

0300 Waikato/Te Rohe Potae
(Waikato/King Country) Region (not
further defined)

0301 Ngati Haua (Waikato)

0302 Ngiti Maniapoto

0303 Ngati Raukawa (Waikato)

0304 Waikato

Te Arawal/Taupo

(Rotorua/Taupd) Region

0400 Te Arawa/Taupo (Rotorua/Taupo)
Region (not further defined)

0401 Ngati Pikiao (Te Arawa)

0402 Ngiti Rangiteaorere (Te Arawa)

0403 Ngati Rangitihi (Te Arawa)

0404 Ngati Rangiwewehi (Te Arawa)

0405 Tapuika (Te Arawa)

0406 Tarawhai (Te Arawa)

0407 Tihourangi (Te Arawa)

0408 Uenuku-Kopako (Te Arawa)

0409 Waitaha (Te Arawa)

0410 Ngiti Whakaue (Te Arawa)

0411 Ngati Tliwharetoa

0412 Ngati Tahu-Ngiti Whaoa (Te Arawa)

Te Tairawhiti (East Coast) Region

0600 Te Tairawhiti (East Coast) Region (not
further defined)

0601 Ngati Porou

0602 Te Aitanga-A-Mahaki

0603 Rongowhakaata

0604 Ngai Tamanuhiri

Tauranga Moana/Midtaatua
(Bay of Plenty) Region

0500 Tauranga Moana/Mataatua (Bay of
Plenty) Region (not further defined)

0501 Ngiti Piikenga

0502 Ngaiterangi

0503 Ngiti Ranginui

0504 Ngati Awa

0505 Ngiti Manawa

0506 Ngai Tai (Tauranga Moana/Matiatua)
0507 Tiihoe

0508 Whakatohea

0509 Te Whanau-a-Apanui

0510 Ngati Whare

Te Tai Rawhiti (East Coast) Region

0600 Te Tai Rawhiti (East Coast) Region
(not further defined)

0601 Ngiti Porou

0602 Te Aitanga-a-Mahaki

0603 Rongowhakaata

0604 Ngdi Tamanuhiri

Te Matau-a-Maui/Wairarapa (Hawkes

Bay/Wairarapa) Region
0700 Te Matau a Maui/Wairarapa
(Hawkes Bay/Wairarapa) Region (not
further defined)
0701 Rongomaiwahine (Te Mahia)
0702 Ngati Kahungunu ki Te Wairoa
0703 Ngati Kahungunu ki Heretaunga
0704 Ngati Kahungunu ki Wairarapa
0705 Ngiti Kahungunu, region unspecified
0706 Rangitine (Te Matau a Maui/Hawkes
Bay/WVairarapa)
0707 Ngati Kahungunu ki
Whanganui a Orotu
0708 Ngiti Kahungunu ki Tamatea
0709 Ngati Kahungunu ki Tamakinui a Rua
0710 Ngiti Pahauwera
0711 Ngati Rakaipaaka

Taranaki (Taranaki) Region

0800 Taranaki (Taranaki) Region not
further defined

0801 Te Atiawa (Taranaki)

0802 Ngiti Maru (Taranaki)

0803 Ngati Mutunga (Taranaki)

0804 Nga Rauru

0805 Ngi Ruahine

0806 Ngati Ruanui

0807 Ngati Tama (Taranaki)

0808 Taranaki

0809 Tangihoe

0810 Pakakohi

Whanganui/Rangitikei

(Wanganui/Rangitikei) Region

0900 Whanganui/Rangitikei
(Wanganui/Rangitikei) Region not
further defined

0901 Ngati Apa (Rangitikei)

0902 Te Ati Haunui-a-Paparangi

0903 Ngati Haua (Taumarunui)

0904 Ngati Hauiti

Manawatii/Horowhenua/Te
Whanganui-a-Tara

(Manawatii/Horowhenua/Wellington)

1000 Manawatii/Horowhenua/Te
Whanganui-a-Tara
(Manawatii/Horowhenua/Wellington)
Region not further defined

1001 Te Atiawa (Te Whanganui a
Tara/Wellington)

1002 Muaiipoko

1003 Rangitine (Manawatii)

1004 Ngiti Raukawa
(Horowhenua/Manawatii)

1005 Ngiti Toarangatira
(Te Whanganui a Tara/Wellington)

1006 Te Atiawa ki Whakarongotai

1007 Ngiti Tama ki Te Upoko o Te Ika (Te
Whanganui-a-Tara/Wellington)
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Te Waipounamu/Wharekauri (South
Island/Chatham Islands) Region

1100 Te Waipounamu/Wharekauri (South
Island/Chatham Islands) Region not
further defined

1101 Te Atiawa
(Te Waipounamu/South Island)

1102 Ngiti Koata

1103 Ngiti Kuia

1104 Kiti Mamoe

1105 Moriori

1106 Ngati Mutunga
(Wharekauri/Chatham Islands)

1107 Rangitine
(Te Waipounamu/South Island)

1108 Ngati Rarua

1109 Ngai Tahu / Kai Tahu

1110 Ngiti Tama
(Te Waipounamu/South Island)

1111 Ngiti Toarangatira
(Te Waipounamu/South Island)

1112 Waitaha (Te Waipounamu/
South Island)

1113 Ngati Apa ki te Waipounamu

Iwi not named, but waka or lwi
confederation known

2001 Tainui

2002 Te Arawa

2003 Takitimu

2004 Aotea

2005 Mitaatua

2006 Mahuru

2007 Mamari

2008 Ngatokimatawhaorua
2009 Nukutere

2010 Tokomaru

2011 Kurahaupo

2012 Muriwhenua

2013 Hauraki / Pare Hauraki
2014 Turanganui a Kiwa
2015 Te Tauihu o Te Waka a Maui
2016 Tauranga Moana

2017 Horouta

Iwi named but region unspecified

2101 Te Atiawa, region unspecified
2102 Ngati Haua, region unspecified
2103 Ngiti Maru, region unspecified
2104 Ngati Mutunga, region unspecified
2105 Rangitane, region unspecified
2106 Ngiti Raukawa, region unspecified
2107 Ngati Tama, region unspecified
2108 Ngiti Toa, region unspecified
2109 Waitaha, region unspecified

2110 Ngiti Apa, area unspecified

2111 Ngiti Tai, area unspecified

Hapii affiliated to more than one lIwi
2200 Hapii affiliated to more than one Iwi
Other responses

4444 Don’t know

5555 Refused to answer
7777 Response unidentifiable
8888 Response outside scope
9999 Not stated

Ministry of Education, (2009, Appendices,
pp- 27-29)
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