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Section One

Information




Physical Address:

Postal Address:

Telephone:
Fax:
Student phone

Mobile Phone
(Student’s text no.)

School Information

Te Whaea: National Dance and Drama Centre
11 Hutchison Road

Newtown

Wellington 6021

PO Box 7146

Newtown

Wellington South

New Zealand 6242

(04) 381 9250 — (DIAL 1 FOR RECEPTION)
(04) 389 4996

(04) 3819 210 — for calling out

027 6232 566

E-mail: drama@toiwhakaari.ac.nz
Website: www.toiwhakaari.ac.nz
Important Dates for 2009
4 February Start of Term 1 — Returning Students
9 February Powhiri — Start of Term 1 — ALL NEW STUDENTS
13 February Orientation ends
5 -9 April Marae Noho — 1 week — WHOLE SCHOOL
9 April End of Term 1
10- 13 April Easter (School closed)
25 April Anzac Day (School closed)
27 April Start of Term 2
1 June Queen’s Birthday (School closed)
12 June End of Term 2
6 July Start of Term 3
28 August End of Term 3

14 September
24 — 26 October
26 October

11 November
13 November

Start of Term 4
Recall / New Applicant weekend
Labour Day (School closed)

Graduation
Poroporoake - End of Term 4



The People

Trust Board

Richard Moss (Chair)

Student Representative Kate McGill
Staff Representative (to be elected)
Steve LaHood

John Fokerd

Annie Ruth

James Johnston

Ray Ahipene Mercer

Norman Kingsbury

John Adams

Board of Studies
Graeme Tetley (Chair) Annie Ruth

Christian Penny Dame Kate Harcourt
Peter Rowlands Brian King

Dee O’Connor Penny Fitt

Tiahuia Gray John Smythe
Gaylene Preston Tanea Heke

Aileen O’Sullivan Aileen Davidson

Nathaniel Lees ( Staff Rep )

4 Student representatives (to be advised)

Ray Ahipene Mercer (Trust Board Rep)

Acting

Head of Department

Department Manager

Head of Movement & Senior Tutor
Screen Tutor

Voice Tutor

Acting Tutor

Singing Tutor

Directing
Head of Department

Performance Design
Head of Department
Design Tutor

Design Administrator

Performing Arts Management
& Entertainment Technology
Head of Department

Tutor — Entertainment Technology
Tutor — Stage Management

Costume Construction
Head of Department
Tutor

Multi-Department

Tikanga Maori Coordinator

Theoretical Studies Tutor

AV and Technical Resources Technician
Production Coordinator

Library
Library Manager
Librarian
Library Assistant

Management

Director Annie Ruth
Associate Director Christian Penny
Associate Director Jonathon Hendry

Te Whaea and Admin Services

General Manager Steve Stirrat
Student Services Manager Bette Cosgrove
Office/ Venue Manager Priscilla Gough
Marketing Manager Jo Richardson
Student Administration Jane Clink
Accounts Administrator Tamara Aluwihare
Facilities Manager Jeff Williams
Accounts Assistant Paula Hines
Director’'s Administrator Salesi Le’ota

Jonathon Hendry
Annabelle O’'Meara
Tom McCrory
Nathaniel Lees
D’Arcy Smith
Rachel More

Jane Keller

Christian Penny

Penny Fitt
to be advised
Cathy McCullagh

Kate Robertson
Lisa Maule
Pam Hindmarsh

Kaarin Macaulay
Donna Jefferis

Teina Moetara

Jade Eriksen / Heather Timms
Tony Toufexis

Derek Simpson

Dee O’Connor
Virginia Earle
Will Terpstra



Toi Whakaari NZ Drama School

Ph 04 381 9250

Fax 04 389 4996

CONTACTS Mobile phone 027 623 2566
First Last
Name Name Ext DDI Cell/Other Email
Drama
SCHOOL Admin 225 381-9225 027 623 2566 drama@toiwhakaari.ac.nz
Annabelle O'Meara 245 381-9245 027 438 3648 annabelle.omeara@toiwhakaari.ac.nz
Annie Ruth 228 381-9228 021 298 0754 annie.ruth@toiwhakaari.ac.nz
Bette Cosgrove 225 381-9225 027 342 0434 bette.cosgrove@tewhaea.org.nz
Cathy McCullagh 232 381-9232 cathy.mccullagh@toiwhakaari.ac.nz
Christian Penny 229 381-9229 021 1241 902 christian.penny@toiwhakaari.ac.nz
D’Arcy Smith 248 381-9248 Darcy.smith@toiwhakaari.ac.nz
Dee O’Connor 218 381-9218 dee@tewhaea.org.nz
Derek Simpson 234 381-9234 Derek.simpson@tewhaea.org.nz
Donna Jefferis 255 381-9255 Donna.jefferis@toiwhakaari.ac.nz
Heather Timms 243 381-9243 heather.timms@toiwhakaari.ac.nz
Jade Eriksen 243 381-9243 jade.eriksen@toiwhakaari.ac.nz
Jane Clink 211 381-9211 jane.clink@tewhaea.org.nz
Jane Keller 240 381-9241 (04) 387-2662 jane.keller@toiwhakaari.ac.nz
Jeff Williams 213 381-9213 021 243 7000 jeff@tewhaea.org.nz
Jonathon Hendry 239 381-9239 027 484 2858 jonathon.hendry@toiwhakaari.ac.nz
Jo Richardson 215 381-9215 021 127 0552 jo.richardson@toiwhakaari.ac.nz
Kaarin Macaulay 247 381-9247 021 132 7034 kaarin.macaulay@ toiwhakaari.ac.nz
Kate Robertson 230 381-9230 kate.robertson@toiwhakaari.ac.nz
Lisa Maule 230 381-9230 Lisa.maule@toiwhakaari.ac.nz
Nathaniel Lees 238 381-9238 Nathaniel.lees@toiwhakaari.ac.nz
Pam Hindmarsh 230 381-9230 Pam.hindmarsh@toiwhakaari.ac.nz
Penny Fitt 244 381-9244 penny.fitt@ toiwhakaari.ac.nz
Priscilla Gough 214 381-9214 021 148 4946 priscilla@tewhaea.org.nz
Rachel More 240 381-9240 rachel.more@toiwhakaari.ac.nz
Salesi Leota 381-9 salesi@tewhaea.org.nz
Steve Stirrat 212 381-9212 021 173 9236 steve.stirrat@tewhaea.org.nz
Tamara Aluwihare 217 381-9217 tamara.aluwihare @tewhaea.org.nz
Teina Moetara 243 381-9243 teina.moetara@ toiwhakaari.ac.nz
Tom McCrory 235 381-9235 tom.mccrory@ toiwhakaari.ac.nz
Tony Toufexis 249 381-9249 tony.toufexis@tewhaea.org.nz
Virginia Earle 220 381-9220 gin@tewhaea.org.nz
Library will
Assistant Terpstra 219 381-9219 Will.terpstra@tewhaea.org.nz
Costume 255 381-9255
MTA Office 237 381-9237
Production 236 381-9236
liz@dustedanddelicious.co.nz
Liz Means 389-4233 Purple Hatch Cafe
Lift Phone 389-0497
Student
Phone 210 381-9210

Toi Whakaari: NZ Drama School — cell phone number —
(for text messages to the Student Services Manager

027 6232566

please use this number)
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Tol Whakaari Matters

General

Welcome to Toi Whakaari: NZ Drama School.

You have committed yourself for either:
one year (Upgrade Degree or Advanced Diploma in Entertainment Technology)
two years (Diploma in Entertainment Technology; Diploma in Costume
Construction or Master of Theatre Arts (Directing)
three years (Bachelor of Performing Arts (Acting) or Bachelor of Performing Arts
(Management)) or Bachelor of Design (Stage and Screen)
four years (Bachelor of Performance Design).

You will spend most of your time at Toi Whakaari with the same group of people.

It is a very small cohort of students and you will be expected to work closely with them
throughout your studies.

Although naturally you will develop personal relationships with those in your group and
others at Te Whaea, it is important to maintain a professional manner at all times.

Staff are concerned with the well-being of all students. Toi Whakaari is committed to fully
supporting the Human Rights Amendment Act 2001, which outlaws discrimination on the
grounds of race, religion or sexual orientation.

Although most people cope with their problems (work-related or personal) most of the
time, there are situations where some outside help may be needed. The staff are here if
you need them. Please do not hesitate to consult either your Supervising Tutor or the
Student Services Manager regarding any matter of concern. Refer also to the directory of
support organisations at the back of this handbook.

Respect for each individual in the school is an essential part of working together.

Hours of Work

Classes are generally scheduled as follows for non-acting students:
8.30 am - 5.00 pm Monday and Thursday
9.00 am — 5.00 pm Tuesday and Wednesday
9.00 am — 2.00 pm Friday

Acting students will have timetabled classes

- 8.30 am — 5.00pm Monday to Friday

All students may have scheduled classes outside these times

Evening and weekend work will be scheduled as required during production times and
for special projects. This takes precedence over any out-of-School commitments.

You will be required to work on Front of House for some productions throughout the
year. This is compulsory and will take precedence over any out of School
commitments. You are required to wear the Toi Whakaari t-shirt and black pants/skirt
with black shoes for FOH duties.

Learning Management

You are primarily responsible for your own learning, progress and development. It is your
responsibility to create and maintain a disciplined attitude towards class work, homework,
preparation, warm-ups and performance.

If you are experiencing difficulties with any aspect of your class work, approach your tutor
to discuss them before they become too large. There are support facilities available to
help you succeed.

13



Health and Fitness

Because of the intensive and full-time nature of the course, general fithess and good
health are very important for successful completion of the qualifications.

Obtaining and maintaining a high level of health and fitness is your responsibility.

You have access to on-site gymnasium at a heavily discounted student rate of $250 for
full annual membership. Sign up with the Wellington Fitness Centre at the rear of Te
Whaea, and obtain a swipe card to access this facility.

If you are undertaking the acting programme, and your fitness is not of a high level you
may be required by the school to undergo a prescribed fithess regime.

If you are unwell, you can utilise the services of Massey University Student Health and
Counselling Centre, located at the Massey Campus 5 minutes walk from the school.
Students who register with this facility as their primary health care provider can make use
of their extremely inexpensive or in some cases — free medical services.

Information & Communication

There are notice boards just off the Te Whaea plaza. The information on these boards is
important and changes constantly. Please check this board throughout each day.
Timetables are displayed on the student notice boards allocated for each department and
should be checked daily for unforeseen changes. Students must ensure that current
mobile phone and email addresses are update through reception.

School notices and information are disseminated regularly via email and etext.

Staff/student meetings (koiwi) are held on a regular basis. The school will meet together
from 8.30 am for one hour every Monday and Thursday morning. Notices (panui) will be
shared at this time.

Conduct in class

Always come to class suitably prepared - with the correct books, equipment and notes,
and in appropriate clothes.

Being prepared for class includes having done any prescribed homework and ensuring
that you arrive mentally and physically prepared for the class ahead. You should check
the timetable on a regular basis for changes. Tutors will expect you to arrive early to class
so the work can start on time.

Some key rules and guidelines
- Do not be late to class. Arrive early to prepare for the work. Lateness will be recorded.
If the tutor is late, begin your own work, rather than passively relying on the tutor.
Do not chew gum or eat food in class.
Keep toilet breaks to scheduled breaks.
Water bottles ONLY are allowed in class.

Remember that you have not finished your commitment to the class when you have
completed your own personal work.

If you withdraw your attention from the work, you will lose the opportunity to learn from
observing others, as well as being very discourteous and disrespectful to others.

Although the profession is highly competitive, by the same token we are profoundly
dependent on each other for support. Be aware that you are constantly developing your
senses as an audience member as well as a theatre practitioner.

It is essential rehearsal and production time at Toi Whakaatri is used to extend yourself,
occasionally to dare and to fail, not just to repeat past successes.

Dispute Resolution
If a student wishes to discuss a matter in confidence please approach the Student
Services Manager for advice. For student complaints procedures please see page 34.
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The Nola Millar Library

The Nola Millar Library is the library of Toi Whakaari: NZ Drama School and the New Zealand
School of Dance. It is the most comprehensive specialist library of its kind in New Zealand.

Why is there a library here?

All the courses require some research.

The collections in this library are developed with your needs in mind — it isn’t the only place to
look for information but it will often be the best place to start.

There are resources here that you can’t get anywhere else.

The librarians in this library have a special knowledge of the resources available and a
particular interest in the performing arts.

What is in the library?
Collections

Many specialised resources about theatre and dance.

Plays, biographies of theatre and dance people, stories and poems.

Information about other subjects, including performing arts, film, television, art, crafts, history,
music, mythology and New Zealand culture.

Dance and theatre periodicals.

Videos and DVDs of dance, drama and films.

A few tapes and CDs,mainly for accent work.

Selected archives, visual recordings of performances, posters, programmes and photographs
from both schools.

Facilities
Online catalogue and databases.
Photocopier (for you to do your own copying within the terms of the Copyright Act 1994 &
2008).
Separate viewing room (with headphones) for watching videos and DVDs
Word processing, email, and Internet access.
Sound system for listening to tapes and CDs.
Study and relaxation space.

When is the library open?

Monday: 9.30 am - 8 pm
Thursday 9.30 am — 6 pm
Tuesday Wednesday Friday 10 am -6 pm

The library is closed at weekends, on public holidays and for several weeks over Christmas and
New Year. Opening hours may be slightly reduced during term breaks.

Other libraries you can use

Join the Wellington Public Library (go to: for online access)

You can use resources (but not directly borrow them) in the National Library, Alexander
Turnbull Library, Te Aka Matua Library (at Te Papa) and the New Zealand Film Archive.
If you can't find what you need from any of these sources, we may be able to borrow from
another library on your behalf.
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Borrowing

What - and for how long?

You can borrow books and plays for up to a month .

You can borrow non-reference audiovisual resources  for up to a week.

If a title is in high demand, we may ask you to return it before its due date.

Reference books, reference audiovisual resources and most periodicals must be used only
in the library . You can photocopy pages from reference books and periodicals using a
photocopy card purchased at Reception.

All copying must conform to the Copyright Act 1994
and Copyright (New Technologies) Amendment Act 200 8.

What happens if something is overdue?
If you forget to return something on time, you will get an overdue notice by email, text, or in
your pigeonhole.
You can renew items, so long as no-one else needs them. You may be required to return
overdue items before you can borrow any more.
You will be invoiced for any items that you don’t return or that you damage.
If you pass something you have borrowed on to another person, you are still responsible for
making sure it comes back to the library. We strongly advise you to return the item and get the
other person to take it out in their own name.
All library materials must be returned or paid for before the end of your course. If you do not
comply with this condition, you will not graduate.

Library rules

Leave bags outside.
Do not bring food or drink into the library (except for water bottles).
The library does not lend stationery, furniture or provide props!

More information

Pamphlets covering a range of topics (including a guide to the collections, a map of the library
layout, looking for information and searching the catalogue, among others) are available from

the library and accessible electronically from within Te Whaea at
!

Feel free to come into the library and introduce yourself to the librarians. We’re happy to
answer any questions you may have about the library.

16



Tikanga-a-Ilwi

Toi Whakaari expresses a commitment towards biculturalism by actively engaging with
learning questions from the Maori World View'

It is understood that the individual learner is contextualised by their environment,
background, heritage and difference. These experiences constitute the individual's source
of power- Mana.

The mana of the individual must be respected by others, and a system of principals and
regulations that control human behaviours on formal and informal occasions becomes
active. This system is called ‘Tikanga’ and is based on the process that allows the
learner to engage with another person of difference, and maintains that both sets of
individual’'s mana remain intact.

Tikanga-a-lwi takes that process a step further by finding purpose in the working of the
community. In learning how to work with others, the mana of the collective is also
established. Toi Whakaari will hold regular whole school gatherings, called Koiwi. (Refer
to Koiwi explanation)

These are scheduled formal sessions for all and will be held twice a week, Monday
morning from 8.30 — 9.30, and Thursday morning from 8.30 — 9.30

KAWA

During formal and special occasions, or when we receive special guests, the school will
either hold a Powhiri (a formal procedure of engagement) or a Mihimihi Whakatau (a
less formal procedure, used to welcome and settle visitors in to the environment).
Students and staff need to observe the requirements of either the Mihimihi Whakatau or
the Powhiri and apply the appropriate Kawa - protocols and procedures.

POWHIRI - FORMAL PROCEDURE OF ENGAGEMENT

Description: Complete/formal welcome.
Acknowledgement of the collective mana of the visitors
Acknowledgement of physical and spiritual presence

Length 30 - 60 mins approx (excluding kai)
Acknowledgement of purpose of visit

Dress: Tidy. Women in skirts (respectable length). Men in black trousers. All
to be in Toi Whakaari t-shirt.

Space/ Set-up: Plaza - Paepae and Kai karanga seating

Paepae: Male speakers to the fore — respective staff members sit behind or

where appropriate. Students sit where appropriate
Matataki (optional): Host challenger, lays down challenge of engagement
Lead visitor to uplift challenge indicating willingness to engage

Karanga Female role, Host karanga will begin
Haka Powhiri All students. Those on the Paepae do not need to Haka.
Whai korero: All host speakers to begin speeches

Each speaker supported with song

All visitor speakers to reply

Each speaker supported with song

Maori language preferred but any language is accepted
Male speakers preferred

" Maori World View — How Maori realise their envinorent, and their inter-relationship between theitsgit world,

the physical world and the natural world. 17



Waiata Appropriate to support speaker
Hongi All hosts and visitors
Kai Hosts will supply appropriate food befitting the occasion.

General rules

Make sure there is adequate seating for all Manuhiri

Once all Manuhiri are on the greeting/seating area, Tangata Whenua should not sit until
Manuhiri have sat.

A Powhiri is NOT a performance, rather a function.

Karakia (blessing) is said before anyone eats.

Manuhiri are invited to eat kai first.

Tangata Whenua entertain while Manubhiri eat.

MIHIMIHI WHAKATAU — LESS FORMAL PROCEDURE OF ENGAGEMENT

Description: Informal, flexible welcome
Representation of ethos/kaupapa
Presenting our ‘school’ culture

Dress: Informal / Formal as appropriate

Length 10 - 20 mins approx (excluding kai)

Space/ Set-up: Studio / Plaza - informal set-up, mats

Paepae: No formal paepae, as appropriate to kaupapa

Matataki No Matataki

Karanga As appropriate — not necessary

Haka PowhiriAs appropriate — not necessary

Whai korero: Appropriate host speakers to begin speeches as appropriate to
occasion

Visitor speakers to reply
Any language acceptable
Any gender acceptable

Waiata Appropriate to support speaker — (not necessary)

Hongi All speakers (minimum)

Kai Hosts will supply appropriate food befitting the occasion.
Minimum requirement - coffee/tea and biscuits with the speakers and
Manuhiri

TERMINOLOGY

Mana Inner power, honour, authority, command, dignity, control, determination,
prestige

Tikanga Procedural structure used to maintain and progress relationships and mana.
Tikanga applies to physical, mental and spiritual relationships.

Tikanga-a-lwi Procedural structure used to maintain progressive relationships of the
collective.

Koiwi Bones, face to face engagement — the name for the sessions where the
whole school meets.

Powhiri / Pohiri Formal procedure of engagement

Mihimihi Whakatau Less formal procedure of engagement

Kawa Rules and regulations in relationship to the procedures of engagement

Paepae Threshold — formal area where dignitaries for the procedures of engagement
are seated

Matataki Formal challenge, face to face, to determine whether visiting party are willing
to engage

Karanga Call of welcome, call that weaves together the energies ( mana ) of
respective engaging groups — hosts and visitors

Haka Powhiri Formal dance of welcome

Haka Maori traditional dance

18



Whai korero Formal speech making that follows one after the other. Host speakers lead,
visiting speakers reply.

Waiata Songs of support to the speeches

Kai Food — provided by host group

Hongi Pressing of noses, intimate exchange
Kaupapa Philosophy / ethos / reason for the meeting
Manubhiri Visiting party

Tangata Whenua  People of the land — hosting party

KOIWI

8.30 am — 9.30 am every MONDAY AND THURSDAY
Start and finish times will be strictly adhered to

WHAT?
Koiwi are sessions where the whole school community, students and staff, gather to
learn.

WHY?

In the journey towards asking questions of how we as individuals relate to ‘bi-culturalism’
we discover the real working question - How do we as individuals relate to each other?
This question highlights for us our working nature as individual artists, with all of our
creative differences, in progressing work with others collegially. Do we work well
together? What are the bones of our community? How do we learn with each other?
How do we learn from each other? Lets discover the ‘values’ of our community and
develop a language of respect.

It is Maori by nature to use metaphor to communicate understanding through experience.
Koiwi as a term is used to describe the purpose of these sessions in relationship literally
to the school ‘body’. Koiwi is the Maori word for bones. It also means to address issues
face to face. The word Iwi meaning tribe and people, is derived from it. Holding positive
relationships with others fundamentally determines the success of the collective.

Support from the collective, fundamentally ensures success of the individual.

Koiwi as a metaphor is related to other more commonly known terms.
Te Whaea — the mother — the building
Whanau — family — also meaning the process of birth
Whenua — land — also meaning placenta
Hapu — subtribe — also meaning to be pregnant
Mate — death — also meaning menstruation as a catalyst for life — the story of Maui
and his quest for immortality — as told in the Haka Powhiri “Te Urunga Tu!’

WHEN?

These are scheduled formal sessions for all and will be held twice a week, Monday and
Thursday morning from 8.30 — 9.30. Other Koiwi times may be scheduled in if changes in
the timetable occur.

HOW?

*Singing *Cultural Dance (inc Kapa Haka) *Games

*Yoga / Tai Chi *Share course work *Share food
*Share learning journeys *Panui (Notices) *Guest speakers
*Discussion / Forum *Planning/ prep for future events

Koiwi will be carefully structured, and pre-planned sessions. These sessions can also be
based on up coming formal events indicated by the year calendar. Participants will
require a Work Book to write out words and notes.

19



School Rules & Requlations

The following Rules and Regulations are to be strictly adhered to during your time at
Toi Whakaari: NZ Drama School. Any breach of these Rules and Regulations will invoke
the disciplinary procedures as laid out in the Discipline Policy.

Attendance Requirements
1. Your absence and lateness will be recorded.
2. Absence and lateness will affect your assessment
3. Students must comply with any specific attendanc e requirements as detailed
by your department.
4. Each department will outline the disciplinary pr ocedures to be taken when
attendance requirements are not met.

Attendance at all Koiwi sessions, timetabled classes, rehearsals, performances,
workshops and functions is compulsory. A roll is taken at all classes and unexplained
absences will be noted and kept on your record.

Non-attendance in production situations, production week, rehearsal or performance is a
serious breach of the Discipline Policy. Such work is the equivalent of examinations in
other tertiary institutions.

Unexplained or prolonged absence may lead to disciplinary action and probation
requirements being implemented. This may also result in the student failing to complete
or pass a unit or project.

Absenteeism severely disadvantages students from maximising their training and is
viewed with concern by the school. The absence of one student impacts on the work of
all students in the group.

Students anticipating a need for leave of absence must obtain written approval from the
HEAD OF DEPARTMENT prior to the leave and, if granted, comply with any prescribed
requirements for completing the missed work.

Students should note that it is their own responsibility to ensure that they catch up on
missed work due to leave of absence.

Students must notify Toi Whakaari: NZ Drama School Reception immediately

(via text message, phone or email) of any absence due to illness or other circumstances,
and will be required to submit an official medical certificate for an absence of more than 2
days.

Sickness and Injury

Students must:
Notify reception of inability to attend prior to 8.30am by leaving a detailed message at
reception. Phone 3819 250 ext 1 to leave a message/ or Text 0276232566/ or emalil
drama@toiwhakaari.ac.nz
Sign in or out at reception if arriving late or leaving early.
Present a doctor's certificate for absences of more than two days.
Explain absence to class tutor, and be prepared to make up the lost work.
Discuss with tutor, any health issues that may affect participation in their programme.
Sit in on class if unable to participate actively.
Request formal leave of absence from the Director in the event of serious sickness or
injury. (Forms kept in folder at timetables notice board).
Report injuries occurring on School premises to the office immediately.

20



Other absences

Students must:
Request formal permission from their Head of Department in advance for any absence
(using the appropriate leave form from the student folder at timetables notice board).
Explain absences other than sickness or injury.
Phone in to reception to notify of lateness or absence. ( 3819 250 ext 1)
Use the sign-in/sign-out form at reception.

Punctuality
Students must:
Be punctual at all times or risk exclusion from that class.
A student excluded for lateness will be marked absent.
Take responsibility for checking the displayed timetables daily.

Work
Students must complete all work assigned from tutors by prescribed deadlines.
All work must be completed carefully and to the best of the student's ability.
Failure to complete work by the deadlines will affect the final assessment.

External performance/production work

- No professional performance/production work outside the school is permitted without
prior approval from the School.
No professional performance/production work will be permitted which clashes or
interferes with classes, rehearsals or other School activities.
Requests for professional performance/production work that falls outside classes,
rehearsals or other School activities, will be treated on a case by case basis.
Permission must be sought from the supervising tutor with dates confirmed by
letter/fax from the agent or employer. Head of Department and Tutorial Staff (also
including the Director) will consider all the issues before reaching a decision.
Where permission is granted it must be understood that changes in schedules will not
be sanctioned if they encroach on School time.

Work outside the school
Any non-performance/ production related work must not interfere with attendance, or
occur during scheduled class hours.

Copyright & payment
Toi Whakaari retains the right of access to all new student work commissioned by the
School, and all work by the students at the School. This copyright extends to work of any
nature and in all forms of media. This covers all work undertaken:

whilst a student is studying at Toi Whakaari

under the auspices of Toi Whakaari

Toi Whakaari retains the right to use any work carried out by the School and its students
in any way it sees fit. Third year actors’ co-operatives, research projects and solo shows
are the only exceptions to the above. However, the School retains recognition rights for
these.

Students will not be paid for any work carried out in any medium as part of their study at
Toi Whakaari. Residual profits from any work will remain with the School.
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Professional conduct
Students must obey lawful written or verbal instructions, except where there is real
and immediate danger of injury.
Students must not commit assault, verbal or physical abuse, intimidation,
discrimination or sexual harassment of another student or staff member or any other
person dealing with the school.
Students must not act negligently or engage in behaviour likely to cause injury or
resulting in loss or damage to the School's property, reputation, financial position, or
adversely affect safety standards.
Students must show respect for the experience and body of learning held by staff
members and visiting tutors at all times.
Students must behave with courtesy to fellow students, staff and visitors to the School
at all times.
Students must observe the Kawa/Protocol of the School.
Students must uphold the philosophy, mana and prestige of Toi Whakaari at all times.
Any acting student wishing to radically change their hair style or appearance must get
permission in advance from their Supervising Tutor.

Photographs

Any still or moving images or audio recordings made during training, including
performance work may be recorded for archival purposes and used for promotion of the
School at any time.

Property

- Students may not possess or remove any property belonging to the School or other
students, employees or business contacts without authorisation from the venue
manager.
Students must maintain security of the premises at all times and may not pass on
security codes, security access cards or keys to any outside persons. (See page 38)
School property must be treated with respect and not misused or abused.
All damage or losses to School property must be reported to Reception and the Office
& Venue Manager still as soon as practicable.

Smoking, alcohol and other drugs
Students may not be present on School premises under the influence of alcohol or
drugs.
Alcohol may not be consumed on School premises without the permission of the
Director.
lllegal drugs are not permitted on School premises.

Smoking is not permitted on School premises. Smoking outdoors is permitted only within
the designated smoking areas.

Te Whaea: National Dance and Drama Centre has a legal requirement to be smoke-free
and is therefore a strictly non-smoking venue. This includes smoking-related behaviour
such as rolling up cigarettes.

We actively promote a smoke-free lifestyle, and sometimes require that students give up
this activity altogether. There are designated smokers areas for those who smoke.

For those in the acting programme smoking harms the vocal chords, and affects the
quality of the voice. It undermines breath support, and works against the physical fitness
that the School is trying to achieve through its movement programme. In cases where
there is damage to the vocal chords giving up smoking may be a requirement for a
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continuing place at the School.

Other

Students must not:
Falsify attendance records, medical certificates, and other School documents or
records.
Commit any crime, offence or other act that would render the student unsuitable for
continued training at the School.

Anyone owing fees or associated monies to the School or who has overdue library items
will have formal graduation withheld.

All fees for tuition and student services levy must be paid prior to the first day of classes
of each year.

Students who do not complete enrolment procedures and payments prior to the first day
of school will not be verified as students, therefore risking non-payment of Studylink
loans, student allowance and student living costs.

Students who have overdue fees may be refused entry to class.
Students who have overdue debts with the school will not be eligible to graduate.
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Personal equipment

Equment required by all students
1 small padlock for locker
Diary — must include year planner
1 folder with subject dividers for filing notes and 1 refill for note-taking
1 journal-style A4 size book to use as a viewing diary.
1 workbook for Koiwi session notes
Writing materials (pens, pencils, eraser, ruler, markers, cellotape, glue stick, etc.)
Women — a skirt or sarong for Powhiri
Toi Whakaari t-shirt with name label (collected from reception on payment of First year
Student Services Levy) ONLY 1 T-shirt is issued — replacements can be purchased for
$30
Photocopy card for use in the Library copier ($10 initial purchase, $5 for each top-up
available from reception)
Towel & toiletries
First aid kit: must contain plasters, Panadol (or other pain relief) analgesics etc for
personal use
Drink Bottle (hamed)

Acting Students Equipment
This list is a basic minimum of equipment you will need to start the course.
You will add to this throughout your three years of training.

All first year actors are required to purchase a di ctaphone_for use in rehearsals and other
classes. Itis the student's responsibility to clearly label his/her dictaphone, with their name.

Standard texts:
Most required text books are available from the Nola Millar Library; any books required to be
purchased by students will be notified during the year.

Clothes and shoes:
Comfortably loose clothes appropriate for voice, movement and training classes.
These clothes must be black.
Plain black trousers for performance and formal occasions.
One pair of black leather fine soled dress shoes for men
Plain black medium - heel character / court shoes for women
Trainers suitable for running outdoors
Toi Whakaari T Shirt
In addition comfortable clothing, of any colour, appropriate for dance and yoga classes.
Sarongs to wear at powhiri.
Make -up:
Your own make-up kit. Street make-up is adequate for stage and screen work. Industry
recommended brands: MAC and Bobbi Brown:
Women: A variety of bases, blushers, lip-sticks, eye make-up and mascara, powder and
hair accoutrements.
Men: A variety of bases, blushers, lip-sticks, eye-make up and mascara, powder and hair
accoutrements.
NB: Generally, you will be expected to provide your own make-up.

All of the above items are to be secured in your lo  cker and available at all times.
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Entertainment Technology / Performing Arts Manageme  nt Equipment

Clothing
- Set of 'blacks' for performance duties (black trousers, black long sleeved top and soft soled
black shoes)
Sensible work shoes (with covered toes)
Overalls or ‘messy work’ type clothing required during some courses
Women — a skirt or sarong for Powhiri

Tools
Tool box
Retractable 10 metre tape measure
30 metre cloth / fibreglass tape measure
Stanley knife / cutting knife with retractable blade
Set screwdrivers including small - medium size flat, pozi drive and phillips heads
Cordless electric drill (recommended only). There are a lot of cheap models on the market but
try to buy the best you can afford. A 12 or 14volt quality drill will last longer and do a better job
than an 18volt cheap drill. You do not need a drill with a hammer feature. Check the charge
time of the batteries, 1hr charge recommended.
Crescent / adjustable spanner (250mm)
Pair 200mm combination pliers
Pair 150mm long nose pliers
Pair 150mm diagonal cutting pliers
Claw hammer
Protective eyewear - safety spectacles or goggles
Hearing protection — broad spectrum safety muffs
Leatherman or equivalent (recommended only)
Plastic cutting board
Steel Rule (300mm — longer if possible)
Check the weight of the tools in your hand especially hammers and drills, if they are too heavy, or
too light you will not be able to use them correctly and they will cause fatigue in your arm.

Stationery, Technical Design and Rehearsal

Note books and folders (eg. ringbinder or clear file)

Stopwatch

Maglite style torch

Scale ruler with 1.25/1.50 / 1.100 scales

Protractor

300mm ruler and a 45 and/or 30/60 degree set square

Compass set (recommended only)

Assorted drawing pens and pencils

Other materials will be specified before block courses
Drawmg equipment, scale rules and journals can be purchased from Gordon Harris, 170 Victoria
Street, Wellington. They provide a 10% student discount.

Text Books
It is compulsory that students purchase the following core text books.
These may be purchased from NZ Drama School.

REID, Francis — The Stage Lighting Handbook; A & C Black, London

Approximately $40

MENEAR, P & HAWKINS, T Stage Management & Theatre Administration, Phaidon,
Oxford  Approximately $36
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Costume Construction Student Equipment

General Equipment
writing materials — pens, highlighters etc
women — a skirt or sarong for Powhiri

Course Equipment
- Fabric Scissors Must have metal handles, and be able to be separated for sharpening
Paper Scissors
Tape Measure (inches and centimeters)
2" x 18" Quilter’s ruler (inches)
Pencils (preferably mechanical, 2B leads are best)
Thimble
Craft scalpel
Quick un-pick
Thread snips
Tracing wheel
Pencil rubber
Map tacks
Protractor

Stationery —
. 1% Year — 4 Level Arch Folders, 2" Year - 3 Lever Arch Folders
A4 page protectors — you will need a lot of these  (approx 200 pages)
1GB memory stick
Pin tin/ or other suitable container (we will provide the pins)
Padlock for your locker
Toolbox for all your tools.

Some course equipment will be available to purchase from the School, and is not required before

you start. If you already have some or all of the equipment, you will not need to purchase
replacements.
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Performance Design Students Equipment

You would be advised to purchase the best quality tools you can afford. Drawing equipment and
scale rules can be purchased from Gordon Harris Art Supplies, 170 Victoria Street, Wellington.
They provide a 10% student discount. You will not require specialist equipment until a week into
the course. Gordon Harris (Wellington) usually have equipment at discount prices during February
and March. You will need to purchase art materials for design and model making classes
throughout the year so you should allow $200.00 per term for this.

All design students require
- Sarong for powhiri (women)
Stationery: suggested — spiral bound plain paper sketch books, ring binders with subject
dividers, ruled, hole-punched file paper
Writing, drawing materials, paints etc
Model making materials including card, plasticine, crepe paper, pva glue, fine malleable wire
etc.
Essential Technical drafting and model-making
- Generous sized (A3 or bigger) cutting mat
Scale ruler with metric scales 1:25 &1:50
Technical drawing pen (if possible include 0.25/0.35/0.5 tips (Staedtler, Rotring or similar)
Eraser
Fine pop-up/Clutch pencil (0.5) with various leads (HB/B)
Long metal cutting edge/ruler
Your own angle poise lamp for your work space.
TooI Box (lockable) containing:
- Swann Morton Scalpel Handle No 3 and blades (10A)
- Stanley knife (or cutting knife with retractable blade)
- Pair 150mm long nose pliers
- Scissors
- Paint brushes (small for modelling)
Clothing
Set of overalls/painting clothes for dirty work
Closed sturdy shoes for workshop sessions
Recommended
Many design students use digital camera and video cameras for their work — if you can
afford one this would be very useful.
Maglite or torch is very useful
Retractable 5/10 metre tape measure
Basic or adjustable medium sized set square and Pair of compasses (if possible with
attachment for Rotring type technical pen)
Leatherman or equivalent (recommended only)

Access — you will be provided with a key to the Design Studio and Computer Lab
upon payment of a key deposit
These rules are for your safety and the security of the building.
Access to the building is available DAILY from 9am to 10.30pm.
- You may request permission to use the building outside these hours from the Design
Department or any senior permanent staff in advance.
You will then need to make arrangements (in advance) with the Office Manager.
It is not recommended that you are alone in the building outside school hours
After 6pm always lock the computer lab door and set the alarm if there is no-one else
using it.
Please keep your studio key and swipe card on you at all times to avoid getting locked out.
Photocopler in design studio
Students will be required to pay in advance each term to use the design room photocopier.
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Rehearsal, Production & Performance
Rules & Requlations

The rules and regulations of Toi Whakaari reflect the philosophy of the school and its
Kawa. They also mirror the practice and protocols of an industry for which you are
training. As your training at Toi Whakaari is a preparation for the profession, these rules
are a reflection of the philosophy of the school and this process of preparation.

The rules and regulations relating to rehearsal, production and performance are:
Show courtesy to all in the rehearsal room. When entering a rehearsal please do
so quietly and avoid entering after the start time unless it is absolutely necessary
and/or permission has been given by the stage manager to do so.
Rehearsals start at the scheduled time. Do not arrive breathless, eating, drinking or
unprepared at the specified call. Actors must have completed any warm ups and
be in rehearsal costumes (if required) and be standing by at the commencement of
rehearsals. Stage management must be standing by and have completed any
rehearsal prop/costume/technical checks prior to the commencement of
rehearsals.
Except for production meetings, direct all queries for the cast and director through
the stage manager.
When productions contain nudity, all efforts must be made to respect the
performers’ privacy. Rehearsals are closed except to those who need to be in
attendance.
Missed meetings or rehearsals cannot be replaced. Do not miss them.
Any absences severely disadvantage the rest of the group. The theatre, film and
television industries all work to deadlines, and your absence stops the whole group
from working.

Actors in Rehearsal
Once called, ensure you are easy to locate, even if the director is not ready for you. It
Is infuriating to lose time while stage management searches for an actor.
Always bring a pencil (HB or softer) and an eraser to rehearsals and classes so that
you can mark the script. Do not use a pen to write moves/notes in the script.
It is the actors’ responsibility to take their own notes at rehearsals. Stage management
may record moves/blocking in the prompt script, but this must not be relied on.
Make maximum use of rehearsal time - collating research, recording notes, learning
lines etc, even when not on the floor.

Technicians, Designers, Costumiers in Production Me etings
Be prepared to respond to action points from previous minutes in production meetings.
Do not use the larger forum of production meetings to discuss issues best handled in
specific individual or departmental meetings. Set up subsequent meetings with
members of the production team with whom you need to discuss things.
You must furnish a GST receipt for all petty cash supplied to you. If you need
reimbursement you will only be recompensed if you furnish a GST receipt.

Rehearsals
Non-attendance for rehearsal calls specific to your role is not an option.
Stage managers (or their deputies) have total authority in the rehearsal room. Stage
management instructions should be observed at the time they are given.
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Do NOT move props and furniture once they have been set for rehearsal
performance.

Slave props should be similar in size, shape and function to the final prop.

All crew are to wear performance blacks from dress rehearsal onwards

Be prepared to start all technical, dress and performance calls on time.

If any department is not be ready for a technical rehearsal then you must inform the

stage manager and production manager immediately so that they can notify the

director of any missing elements

Props, costumes and any other production equipment must be arranged through the

appropriate channels. In rehearsals this is usually through the Stage Manager who will

pass on requests to the Production Manager to be actioned. Under no circumstances

can students help themselves to items from the wardrobe, props, sound or any other

technical department, or make direct requests to production crew other than the Stage

Manager.

Take care of your personal props and costumes. They are your responsibility -

whether borrowed from Toi Whakaari stock or from other organisations/individuals.

When the show is finished, make sure you return the props/costumes before the

specified time limit, clean and in better condition than when you borrowed them.

Production Performance
Lateness for performance calls will not be tolerated.
Calls will be given by stage management as follows:

Half hour - 35 minutes before curtain up
Quarter hour - 20 minutes before curtain up
Five Minutes - 10 minutes before curtain up
Beginners -5 minutes before curtain up

The following rules must always be adhered to:

- All performers must personally sign on the call sheet before the half hour call.

Visitors are not permitted in the dressing rooms or backstage after the half hour call.
Performers and Tech crew must clear the stage by the half hour call (or whenever
Stage Clearance has been announced by the Stage Manager).

Pre-show checks must be completed before the Stage Manager gives clearance to
Front of House to open.

Performers must not appear in the foyer or other public areas in costume or stage
make-up unless it is specified as part of the production.

Absolute silence must be maintained in the wings and off-stage throughout the
performance. Noise in dressing rooms and preparation areas must be kept to an
absolute minimum.

No eating, drinking or smoking is allowed in dressing rooms.

Crew must not appear in the front of house areas after the half hour call, unless
required to do so as part of their performance duties.

Important note

Your involvement with a performance project is not finished until the set has been struck,
and the space has been cleaned and returned to it's original condition.

ALL props and costumes must be returned, and all dressing rooms, and other spaces
must be cleared out completely.

This must be the responsibility of all students involved in a production or project.
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Computer Lab/ Sound Studio Rules
Performing Arts Management, Performance Design &
Entertainment Technology Students

Failure to comply with these rules will be viewed a s a breach of school discipline
and you may also be required to pay for any key rep  lacement and lock alteration
costs that are directly attributed to your negligen ce.

These procedures are necessary to safeguard valuabl e school equipment and to
meet insurance requirements:

Computer Lab

BPAM/ET/BPD/BDES students will be issued with a key to the bottom lock of the
Computer Lab after a refundable key deposit has been paid.

This key provides access to the Computer Lab during normal school hours

(ie 8.30 am — 10.30pm)

The top lock to the computer lab is normally activated during term/semester breaks.

If you need to use the Lab at any other time you must gain permission from your Head of
Department

Any breach of these rules may result in your computer privileges being suspended /
revoked, or disciplinary action taken.

The ET internet is available to all ET/BPAM/BPD/BDES students and staff. Other
arrangements are available for acting students.

RULES:
1. If you are the last person to vacate the Computer Lab it is essential that you lock the
bottom lock on the Computer Lab door.

2. After 6pm always lock the computer lab door and set the alarm if there is no-one else
using it.

3. Never leave the Computer Lab door open — even if you leave the room for a short
time.

4. You will be given a folder in which to store your work on the server. Use this.
Do not leave work littering the desktop of the computers.

5. This folder will be password sensitive. Only the network administrators can access
your folder.

6. Do not change the desktop or system files in any way.
7. When on-line, you will be given a five-minute warning before the server access is

terminated. This will give you sufficient time to save any files or addresses you may
require.
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8. NO DOWNLOADING is allowed without prior arrangement with a network
administrator. (This does not include text or images found on HTML web sites.)

9. If you need to download software etc for school use, you must speak to the network
administrator. The file will then be assessed and permission given if it is appropriate to
do so. Traffic to illegal wares, cracks and pornography sites will not be tolerated.

10.Down-loading games and bookmarking are not permitted.

11.1f you need to save an address, copy and paste it into a text document in your folder.

12.Your moves on the Internet can and will be monitored.

13.NO FOOD ALLOWED IN THE COMPUTER LAB

14.No persons other than ET/BPAM/BPD/BDES students  are allowed into the
computer lab, unless prior permission has been gran ted by Kate Robertson or

Tony Toufexis.

15.Waste paper to be placed in the waste bin provided. Students are asked to place full
waste bins outside the computer lab to be emptied by the cleaner.

Sound Studio
The sound studio is normally double locked when not in use.

If you wish to use the Sound Studio during normal school hours you will need to book it
with Tony Toufexis. Tony will then ensure that the studio is open when you require it.

Personal use of the sound studio after school hours or on weekends will not be permitted.

The exception being specific Toi Whakaari classwork, projects or productions.

You must not bring non-Toi Whakaari personnel into the studio without consulting the
teaching & resources technician.

If you are required to use the studio out of normal school hours you will need to book the
studio and obtain a set of keys from Tony Toufexis.

You must not leave the studio unattended for any length of time.
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Section Three

Policies and Procedure

The essential elements of the Student Policy docume  nt are
included here, relating to: complaints, withdrawal and refunds.

These Student policies are currently under review a  nd
amended policy documents are expected to be adopted by the
Board of Trustees during 2009
Students will be consulted during the review proce SS

The current Policy and Procedure document can be fo und in
the Nola Millar Library, or accessed electronically in the
Te Whaea Student Folders (in a folder labelled Poli  cies)

or a copy can be requested from the
Student Services Manager.
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Student Complaints Procedure

This policy aims to provide a coherent process for students to follow if they wish to
register a complaint about

a) Personal treatment;

b) School practices and values.

a) Personal Treatment
For complaints regarding Student Disciplinary Action please refer to Student Disciplinary
Action Review Policy (see pg 31 for information on how to access these).

For all other complaints regarding Personal Treatment the process is as follows:

1. The student discusses the complaint with the staff member or student concerned;

2. If unable to obtain satisfaction the student approaches their supervising tutor or
another staff member of their choice;

3. If unable to obtain satisfaction the student should present their complaint in writing to
be considered by the Director

4. If unable to obtain satisfaction the student approaches the Chair of the Board of
Trustees through the Director or Manager Business & Strategy.

5. Where issues cannot be resolved in-house or through the Board of Trustees, the
parties shall refer the complaint to a single mediator, external to the schools, if they
can agree on one.

6. If the parties cannot agree upon a single mediator they will refer the complaint to two
mediators (one to be appointed by each party). The mediators appoint a chairperson
before hearing the complaint. The New Zealand Qualifications Authority can be
contacted as a party of last resort (PO Box 160, Wellington. Phone 04-802 3000).

b) School Practices and Values

The procedure is as follows:

1. Student discusses the grievance with their supervising tutor or another staff member
of their choice;

2. If unsatisfied with the resolution from this meeting, the student convenes a meeting of
their year, or of the whole student body to discuss the complaint. Minutes of this
meeting should be taken.

3. If consensus is reached the two (2) student reps from the student's year (if applicable)
will carry the complaint to a formal meeting of staff and student representatives.

4. If satisfaction is not gained the student reconvenes the student body and produces a
written account of the complaint and suggestions for solutions. This should be
addressed to the Director.

5. If satisfaction is not gained the relevant documentation is forwarded to the Chair of the
Board of Studies for consideration.

c) International Students

1. If a student is not satisfied with the School’s resolution of the concern, they have the
right to contact the International Education Appeal Authority (IEAA) to have their concerns
addressed. Toi Whakaari: NZ Drama School will follow the procedures set down by this
authority and aid the student in accessing the IEAA. For information regarding the
procedure for International Students refer to the POLICY AND PROCEDURE
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DOCUMENT

Student Withdrawal/Termination

If you are thinking about withdrawing from the course, first you should talk to someone in
the School who can help you to see clearly whether this is the best course of action for
you to take. Approach your supervising tutor in the first instance.

If you have definitely decided to withdraw, you must observe the following procedure:-

I.  You must notify the School in writing, addressed to the Director.

ii.  The Director will advise Tutors and the Student Services Manager

lii.  You must make an appointment with the Student Services Manager to process the
School “Exit Procedure form”.

iv.  All exit procedure matters must be completed and signed off before you leave,
including return of library books, payment of any monies owed to the School and
return of locker key/swipe card.

v. The Student Services Manager will notify WINZ or Studylink and any other relevant
Government agencies e.g. Ministry of Education.

vi. INTERNATIONAL STUDENTS — The School is obliged to, and will, notify the New
Zealand Immigration Service of your withdrawal from the course. You must also
advise the New Zealand Immigration Service of your intentions regarding staying in
New Zealand or leaving, in accordance with the conditions of your Visa.

vii.  Your student file will be noted as “withdrawn” and will be archived.

b) Withdrawal by Toi Whakaari: NZ Drama School
If Toi Whakaari: NZ Drama School withdraws your place in the School the following
procedures apply:-

i.  The Director notifies you in writing of the withdrawal of your place on the course
and the grounds for such.

ii.  The Director notifies tutors and the Student Services Manager

lii.  You must make an appointment with the Student Services Manager to process the
School “exit procedure form”.

iv.  All exit procedure matters must be completed and signed off before you leave,
including return of library books, payment of any monies owed to the School and
return of locker key/swipe card.

v. The Student Services Manager will notify WINZ Studylink and any other relevant
Government agencies e.g. Ministry of Education.

vi. INTERNATIONAL STUDENTS — The School is obliged to, and will, notify the New
Zealand Immigration Service of your withdrawal from the course. You must also
advise the New Zealand Immigration Service of your intentions regarding staying in
New Zealand or leaving, in accordance with the conditions of your Visa.

vii.  Your student file will be noted as “withdrawn” and will be archived.
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Student Withdrawal & Refund Policy

Payment of annual course fees must be made in full at the time of enrolment.
Monies borrowed for course fees from Studylink are paid directly to the Public Trust.

Under Section 27 of the Education Amendment Act (No.4) 1991 students have the right to
withdraw from their course of study at any time within 7 working days following the first
day of the course.

Students who withdraw within this 8 day period will be entitled to a full refund of fees less
$500 ( or 10% of the total fees payable) whichever is the lesser amount

Refunds can be claimed through a written request to the Business Manager.
Beyond the first 8 days there will be no refund of fees.

Subject to the Education Act 1989 and the Consumer Guarantees Act 1993, refunds will
not be available otherwise under any circumstances. However, there is a limited
discretion to permit refunds in exceptional circumstances (e.g. disability). This discretion
will be exercised by the Director, whose decision will be final, and no correspondence will
be entered into once the Director has made a decision.

In accordance with s236A of the Education Act 1989 (outlined below )
Toi Whakaari NZ Drama School will:
“(1) allow every student enrolled for a course of study or training (being a course of 3
months or more) to withdraw from it at any time within 7 days after the first day of the
course for which attendance of students at the establishment is required; and

(@) Refund to every student who so withdraws, without deduction, so much of any
payment, or of the sum of any payments made by the student to the establishment in respect
of that course, and, if withdrawal from that course also constitutes withdrawal from the
establishment as a whole, in respect of enrolment at the establishment, as exceeds $500 or
10 percent of the amount of that payment or of the sum of those payments, whichever is the
lesser.

(2)  Where, before the 7™ day after the first day of a course of study or training (being a
course of 3 months or more) for which attendance of students at the establishment is
required, a student has made any payment or payments (whether described as fees or
otherwise howsoever) to the establishment in respect of the student’s enrolment or
participation in the course

(@)  The establishment shall ensure that this is paid to an independent person

approved by the Qualifications Authority for the purpose out of that payment or those

payments, to be held in trust to be available for refund to the student under subsection

(1)(d) of this section, an amount equal to so much of that payment or the sum of those

payment as exceeds the lower of the following amounts

(1) 10 percent of that payment of the sum of those payments:

(i) $500

(b) If, and only if, satisfied that the student withdrew from the course within 7 days

after the first day of the course for which attendance of students at the
establishment was required, the person shall pay the amount held to the
student”

Toi Whakaari has nominated the Public Trust as the independent body which holds all

tuition fees payabile.
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Useful Telephone Numbers
TOl WHAKAARI MOBILE FOR TXT MSG 0276232566

THEATRES
Bats Theatre 1 Kent Tce 802 4175
Circa Theatre 1 Taranaki Street 801 7992
Downstage Theatre Cambridge Tce 801 6946
St James Theatre Courtenay PI 384 3840
Michael Fowler Centre Wakefield St 801 4242
State Opera House Manners St 385 0832
CINEMAS
Penthouse Brooklyn 802 5086
Embassy Kent Tce 384 7657
Paramount Courtenay Place 384 4080
Rialto Cable St & Jervois Quay 385 1864
Reading Courtenay PI 801 4600
OTHER ORGANISATIONS
Creative New Zealand 131 Lambton Quay 473 0880
Wellington Information Centre Civic Square 802 4860
LIBRARIES AND BOOKSHOPS
Wellington Public Library Victoria St 801 4040
National Library of N.Z. Molesworth St 474 3000
Parsons Books & Music 126 Lambton Quay 472 4587
Unity Books 119-125 Willis St 3856110
Victoria University Book Centre 1 Kelburn Parade 472 9585
Pathfinder Books 142 Willis St 384 4563
Ferret Bookshop 123 Cuba Mall 384 8786
Bennetts Bookshop Cnr Bowen St & Lambton Quay 499 3433
Bellamys 106 Cuba St 384 7770
Arty Bees 17 Courtenay Place

also Manners St 385 1819
CITIZENS ADVICE BUREAU 0800 367 222
Central City Library 472 2466
Newtown Cnr Rintoul & Columbo St 389 3813

HEALTH AND WELFARE CONTACTS

Massey Student Health 801 2542 Level 3 Student Services Bldg

After Hours Medical Centre 384 4944 17 Adelaide Road Newtown

AIDS Hotline 0800 802 437 www.nzaf.org.nz

Alcoholics Anonymous 3850811 www.alcoholics-anonymous.org.nz
Community Law Centre 499 2910 www.Isa.govt.nz/general/community.htm
Family Planning Association 499 1992 www.fpanz.org.nz

Gay Wellington Helpline 473 7878

HELP (Sexual Abuse Centre) 801 8178

Lesbian Line 389 8082 www.wellington.lesbian.net.nz/lesbianline
Men for Non Violence 384 8275

Eating Disorder Services 478 6674 www.eatingdisorders.org.nz

Rape Crisis 385 9880 www.women.wellington.net.nz/groups/wirc/
Wellington Hospital 385 5999

Women's Refuge 473 6280 www.womensrefuge.org.nz

Youthline 382 8828 www.youthline.co.nz




WELLINGTON CITY INFORMATION
WELLINGTON CITY COUNCIL www.wellington.govt.nz Website and contact information

101 Wakefield St _
PO Box 2199 Phone: (+64-4) 499 4444

Wellington 6011 E?;(;”. _(;fi‘l@-4)é3(:010313:]8
New Zealand - wcc.govt.nz

WELLINGTON CITY COUNCIL HAS A LIQUOR BAN IN PLACE
Wellington City Council’'s Liquor Control Bylaw came into effect in November 2003
and was amended on 28 June 2007.
It was designed as a city safety initiative to:
reduce alcohol-related crime and disorder
provide a safe city environment for everyone.
The bylaw prohibits the consumption and possession of open al cohol in public places (including
vehicles) within the central area of the city during the following times:
Thursday, Friday and Saturday evenings -  from 5.00pm until 8.00am the following day.
Christmas Eve and New Year's Eve - from 5.00pm until 8.00am the following day.
Special Events
In addition to this liquor ban, the Council can prohibit consumption and possession of liquor in a public place
for specified times or events.
Central Area
The 'central area’ includes the central city - extending from the waterfront at Kaiwharawhara to the Basin
Reserve and including the Stadium, Lambton Quay, parts of Thorndon, Oriental Parade, Manners and Cuba
Malls, Courtenay Place and the Mt Victoria Lookout. ( see map )
Please check this website for further information http://www.wellington.govt.nz/services/commsafety
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Your Student Security Card will give you access ogide School hours to the main front door. It will
give you access during School hours to the exteridioors outside the student common room, the east
back door (at the end of Dance Street - by Dance&Drama 3) and the West door (by Drama 5 & 6).
You are personally responsible for any access gaitéo the building using your card, so do not lend
or give it to anyone else

If you lose your card you must report this as sools possible to the Office Manager so it can be de-
activated. When you leave the School your card mube returned and you will be reimbursed $20.00
(if it is in good condition).

BUILDING ACCESS using security cards

The front doors automatically open at approxima@00am and close at 6.30pm Monday to Friday.
They also auto-open some Saturday mornings (ietlesomeone minding Reception). At all othere8m
you need your security card to enter the building.

Instructions for entering the building with your security card -

Wave your card in front of the sensor outside the b uilding to unlock the door. On the main
front door only__ this will also disarm the alarm.  (Using the card automatically disarms the
alarm if it is set ). Other exterior doors will only open with your swipe card during School
hours (after hours you must enter by the main front door).

If you enter the building AFTER HOURS ensure your name is on the whiteboard at the front door.
If not you must write it up. When leaving the premises,
. If you are the last person on the board, check no one else is in the
building. (Check that you have turned off any lights, heaters and that windows and doors are
secure)

Then - ONLY if you are the last person in the building (and no one else is on the whiteboard)
Using the keypad inside the front door, punch in the code “2750” and then press “ON”. This will
arm Area 3 (see below), and you have 20 seconds to exit the bu  ilding. To Exit, push the
green button by the doors. The doors will open and then lock it behind you.

NOTE: Area 3 is: all Studios, Admin area, Plaza, Mezzanine, Stu dent Common Room,
Basement.. In fact, all except the specially alarm areas, which are: Area 4 — Basement Edit
Suite, Area 5 - Tech Computer Lab (West Mezzanine).

-~ -~ -~

REMEMBER - NO EXTERNAL ACCESS DOOR is to be propped open by any means (if you see a
door propped open, please close it). All studio windows and doors are to be shut and locked upon
departure from the studio. Any security callout or costs as a result of non compliance with these regulations
is of considerable cost and the charges may be passed on. Some doors have audible alarms if held open —
please make arrangements with Reception, Office Manager or Venue Attendant if you require the door to
be opened for any length of time (for equipment pack-in, etc)

Any person entering Te Whaea premises at any time m  ust agree to comply with the Smoke Free Act
and not to smoke or allow any person accompanying t hem to smoke in any part of the premises.
Smoking is only permitted in specified areas outsid e.
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