Te Kura Coordinator Guide	 
A guide to being a coordinator for Te Kura (The Correspondence School) 		
The coordinator role	
A Te Kura coordinator is the person responsible for managing students who are dual enrolled with Te Kura.  
As coordinator you are pivotal to the success of your dual enrolled students ensuring that:
1. they are enrolled in the appropriate courses
1. they organise their work
1. good standards are set and deadlines met.
Coordinators are also the main contact for Te Kura teachers at each school/ provider.
Your regional Relationship Cooordinator is your Te Kura support person and a useful person to keep in touch with, to answer questions and to assist with any difficulties. Their contact details are below.
Working with us to support student engagement and achievement
To enjoy and succeed in Te Kura courses, dual enrolled students need a supportive and structured environment, clear expectations of what study with Te Kura involves, adequate study time and the necessary resources for their courses.
Guidelines for Schools/Providers
	Getting Started Tasks 
	Guidelines  for Schools/Providers

	Ensure staff are familiar with the Service Level  Agreement (SLA)

	
· Read the current Service Level Agreement prior to registering students with Te Kura. This outlines both parties’ responsibilities in relation to the dual registration.
1. Ensure the following staff have a copy of the SLA for reference;  the Principal, the Principal’s Nominee, Te Kura Coordinator and any staff (e.g. teacher aides) who are working with dual students .  







	Getting Started Tasks 
	Guidelines  for Schools/Providers

	Provide adequate resourcing
	· Provide a coordinator, supervisor and/or teacher aide able to help students manage their Te Kura coursework.
· Allocate time to the Te Kura coordinator to carry out the role.
· Encourage new coordinators to contact the Te Kura Relationship Coordinator for your region.
· Provide a suitable learning environment and adequate time during the school day for students’ Te Kura study.
· Ensure students have the ICT resources they need for their Te Kura courses (e.g.  access to computer/broadband)
· Provide Dean and Senior staff-level support for the coordinator.


	Consider developing  a distance learning policy
	· We recommend schools ensure that student support is ongoing by putting in place a Distance Learning Policy.  Such a policy defines coordinator and other staff responsibilities and ensures that the appropriate level of resourcing is provided, e.g. staff release time for the coordinator, a budget to cover related administrative costs, etc.




Guidelines for coordinators
There is no single recipe for student engagement and achievement.  These simple best practice guidelines and resources are designed to help you, as coordinator, provide the best support for dual students.  Please read/view them and use whatever is useful and relevant to you and your students.  
	Getting Started Tasks
	Details

	Considering whether Te Kura is the best option for your student 
	When determining whether Te Kura is the best option for your student,  we suggest  coordinators:
· give information to students about how study with Te Kura works
· give students a pre-enrolment questionnaire, interview or pre–study contract
· check prospective students’ homework records and discuss with previous teachers
· Consider whether the student is motivated and able to work independently while under supervision. 
· match the student’s interests, capabilities, academic  and career goals with courses
· discuss the requirements of Te Kura enrolment – particularly the requirement to return one piece of assessable work per calendar month per subject – with  the student and their whanau, through family interviews, letters to home and/or Parent Contracts. .
Resources:
· Letter to parents with Student and Parent Agreement 

	Advise students


	· Ensure you have a good working knowledge of qualifications, pathways and requirements and are able to advise students on courses that will help them achieve their goals.
· Talk to a Te Kura subject teacher or senior teacher if there are any questions about the most appropriate course to enroll in.
 Resources:
· Choice 2012
· NZQA Website
· Careers NZ Website
· Refer to relevant university/tertiary websites

	Managing registration
Tasks
	Details

	Enroll students
	1. Ensure that students are eligible to study with Te Kura. 
1. Contact Enrolments at enrolment@tekura.school.nz or 0800 65 99 88 extension 8291 for information/questions about dual enrolment entry criteria or a dual student’s registration. 
· Register all students using the online enrolment system. 
· Provide up-to-date assessment information so Te Kura understands the student’s ability and curriculum level.
· Provide an Individual Education Plan (IEP) that is less than six months old for a student with an IEP or if an IEP is required under the MOE enrolment policy for Te Kura.  
· Withdraw students via the online enrolment system if they wish to discontinue their tuition.
· Keep your school’s contact details on the Te Kura online provider screen up-to date.
· NB all dual students are automatically withdrawn at the end of academic year. Continuing students will need to be re-enrolled for the following year.
· Pre-enrol students in November for the following year if possible.  This puts you at the top of the list for dispatch of resources at the start of term 1.
Resources: 
· Good examples of IEPs can be found at http://www.minedu.govt.nz/educationSectors/SpecialEducation/FormsAndGuidelines/IEPGuidelines.aspx





	Student Support
Tasks
	Details

	Support students’ learning  
	1. Organise a suitable learning environment and adequate time during the school day for students’ Te Kura study.
1. Ensure students have resources and access (at school) to technology they need for their Te Kura courses including texts, journals, CD and DVD players, computers and Internet access.  Language students need to be able to make and return recordings to their teacher.
1. Facilitate access to Te Kura via phone, email, fax and the Internet.
1. Ensure students use their Te Kura email address, or your own school address, to keep in touch with Te Kura teachers and receive feedback. Encourage students to contact their Te Kura teacher early in the course. NB: Contact details for subject teachers are shown on the online screen under ‘Students Studying With Us Currently Enrolled Students.
1. Support students in the use of Te Kura Online Teaching and Learning Environment (OTLE). 
1. Meet students regularly.  
1. Put students on a group email or send texts for quick communication. 
1. Ensure supervision is provided while students study.
1. Help students organise their work, set standards and meet deadlines e.g. encourage students to plan and set work completion goals and to use the course and assessment guides for each subject. NB:  students should aim for completion of a booklet in each subject every 2-3 weeks – depending on subject.
1. Remind students to use Course and Assessment Guides to monitor their progress.
1. Monitor and review each student’s progress regularly.
1. Check that self-marking exercises are completed before booklets are returned.
1. Organise subject mentors (staff or students) if possible.
1. Celebrate student success through Te Kura at school.


	Student tracking and  records tasks












Student tracking and  records tasks
	Maintain full records for all students:
1.  use tracking systems and available Coordinator access to OTLE  to record students course details and to show work in/out/returned for each student 
1. organise clear system for distributing/collecting student work e.g. pigeon holes, basket for returned work, etc
1. copy course outline from ‘Course and Assessment’ booklet and put a copy in student file and send one to parents 
1. use Te Kura barcode labels correctly
1. contact students’ subject teacher if booklets don’t arrive or if marked booklets are not returned promptly
1. inform parents if students are not keeping up with workload, etc 
· record teacher feedback and assessment results including NZQA standards results relating to Te Kura courses.
 

Resources:
Excel tracking template 
Word tracking template
OTLE login 

	Maintain  student  engagement
	Details

	
	Ministry of Education policy requires dual schools/providers to ensure that each student returns work at least monthly in each course they are registered for. If a student does not return work over a two month period the student is automatically withdrawn and is not allowed to be registered in the same course for the remainder of the year.   NB Students registered via the Regional Health Schools are not included in this process.  
· Oversee staff and processes to ensure students keep up with their course work and return a minimum of one item of assessable work each month, or contact Te Kura subject teachers as necessary. 
· Contact the student’s subject teacher urgently if a student has not received course work or if there is a delay in receiving marked work. 
· Check the ‘Non-Engaged Students (One Month)’ list on the online screen and follow-up with the student and relevant Te Kura teacher if necessary.
· Withdraw students who are unable to return work for a temporary fixed term.   NB students can be re-enrolled when they are ready to resume their study (noting on the online enrolment screen that it is a continuing enrolment).
· Contact your regional Relationship Coordinator if you wish to discuss a student’s automatic withdrawal. 

Resources:    
Service Level Agreement
Letter to parents template  for 1 month non engaged student






	Qualifications Tasks
	Details

	records , authentication and accreditation tasks












Internal assessment tasks





External assessment tasks










	Coordinators should ensure that the school/managing school:
1. submits students’ NCEA entries and results to NZQA through the school’s Principal’s Nominee, using the Te Kura provider code 0498
1. Coordinator and Principal’s nominee communicate regularly about students’ NCEA entries and results
1. completes formal assessments under the specified conditions
1. guarantees that none of the students’ internally assessed work is plagiarized, and signs the authentication statement
1. students contact their Te Kura teachers about which standards they should be enrolled in.
· sets up an MoU with an accredited school if you are not NZQA accredited
· sets up a system for collecting NZQA fees and paying to NZQA
· co-operates fully with Te Kura in the investigation of any authentication issues
· enters all internal assessment results received from Te Kura onto their student management system using the Te Kura provider code: 0498, or organise this with their accredited school
· checks the accuracy and ensure the security of these results and include them in their file submissions to NZQA 
·  students know of their right to appeal an assessment result and the process they should follow.

For external standards the coordinator’s role is  to:
· access the list of externally assessed standards from the Te Kura website
· identify the externally assessed standards that are recommended for each Te Kura course
· encourage students to contact their subject teachers about selecting appropriate externally assessed standards.

Resources:
· NZQA website link





Working with Te Kura staff
For general questions contact the Relationship Coordinator for your region.
Northern Region – Jenny Harding
Email: 	Jennifer.harding@tekura.school.nz 
DDI: 	09 302 1714
Mobile: 027 591 7721

Central North Region – Janet Leggett
Email:	 janet.leggett@tekura.school.nz 
DDI: 	07 834 4963
Mobile: 027 591 7735

Central South Region – Pam Jenkins
Email: 	pam.jenkins@tekura.school.nz
Phone: 0800 65 99 88 ext 8381
DDI: 	04 474 4381

Southern Region – Eileen Kerr
Email:	eileen.kerr@tekura.school.nz 
DDI:	03 353 0595
Mobile:	027 591 7742

Te Kura Website:  www.tekura.school.nz

7

