How to Guide: Accessing and submitting your TEO self-review
summary report on the NZQA Provider Portal

Introduction

The TEO self-review summary report summarises the findings of your annual
organisational self-review including your review of learner wellbeing and safety
practices required by the Education (Pastoral Care of Tertiary and International
Learners) Code of Practice 2021 (the Code).

The purpose of this guide is to explain how to log into the TEO self-review portal and
complete your TEO self-review submission for the first time.

Please note:

e You will only be able to access the portal template 10 weeks prior to your
submission date. You will be notified by email when your organisation is able
to access the portal.

e You will need to be classified as a TEO Management Representative against
your Education Sector Login, or ESL to log into the TEO portal.

A video recording demonstrating how to access the portal and submitting the TEO
self-review summary report has been uploaded to our website. You can also view
the video here. Each heading in this document is also hyperlinked to the relevant
part of the video.

Accessing the Portal

Tertiary Education Organisations (TEOs) will submit their self-review summary report
through the NZQA TEO portal (myNZQA).

You can access the TEO portal on this link Log in to NZQA - NZQA *

MyNZQA 222 Education Sector Logon

View in Te Reo Maori
Usermame
Passphrase

| d

We are taking you to the new portal.
Please select from below:

| am a student

Forgotten username Forgotten passphrase

| am an education provider

Have feedback about the Education Sector Logon?

If you need to request access, please contact your organisation’s ESL delegated
authoriser. If you are unsure who your delegated authoriser is, you can contact the
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Ministry of Education’s Education Service Desk by emailing
service.desk@education.govt.nz

MyNZQA Homepage

Once logged in you will be taken to the MyNZQA homepage. On the left-hand side of
the page, you will see the Administration tab.

Coming up ...
Nau mai haere mai

Useful links

Tertiaey o

Welcome to the new MyNZQA tertiary portal

My Applications
Application type Created on Updated Status
Type Identifier Date created 1 Last updated Status View
TEO Seif Review E Mahi Kaha Trust - 10/09/2026 30 Jun 2026 30 Jun 2026 Draft
R— TeKorahkanga € Wi K Trst - 2710812026
R—

Click on the line that shows a 'draft' status.

This will take you to the Information page ‘About This Form” page.
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About this form

e On this page there's information about the Form.
e Further down the page there's a link to the NZQA website if you require further
information about TEO Self Review.

TEO self-review

TEO self-review About this form
Form progress
TEO profile The Quality Assurance of Tertiary Education Providers Rules describe the purpose of TEQ

If-revi fi i 3
self-review being for your organisation to understand é About thi form
Applications &
« the quality of education or training (or both) provided,s *

Q TEO Profile

Upload documents & = the effectiveness of your quality assurance systems and practice and
() TEO Information

T « the outcomes achieved by leamers. D

This seif-review summary report summarises the findings of your annual organisational self-review 2 Equivalent Full-Time Students
Learner Achievement including your review of learner wellbeing and safety practices required in Section 8.2 of the Education
(Pastoral Care of Tertiary and International Leamers) Code of Practice 2021 {the Code) O Initiatives

Moderation

For mare information visit the NZQA website. B (' Thematic questions

) Quality Improvement Plan

Q Attestation
Continue my application

O Review and send

e When you are ready, click on the box that says, ‘Continue my Application.’
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TEO Profile, TEO Details page

T i B T TED name 2 G
G A Uz=r) 556 Profile Lag st

\ Your organisation's
name and Ministry
of Education (MoE)

TEO self-review number will appear

TEO profile in the header.
TEQ details
Form progress
TEQ nama
i About this form
TEQ profile
Minilstry of Education number O TED information On the right-hand

side of this page, you
O wilistives can track the
First name * Last name * § () Thematic questions progress of your

O Guality Improvamant Plan application.

) Equivalent Ful-Time Students

Submitter's details

) Attestation

Email address *

) Review and send

Wse the right email address
Thae submittar's emsail address will ba used for ol communications regarding this TEQ salf-
review

& Previous page Save progress Next page -
- .

On this page you need to enter the submitter's first and last name and email
address. It is important that the correct person’s contact information is provided.
The submitter's email address will be used for all communications regarding your
TEO self-review summary report submission.

Please Note:

e The pages need to be completed in chronological order.

e You can go back to any page that you have saved but not forward.

e Itisimportant that you fill in and complete every box.

e If you do not populate each box, you will not be able to progress to the next
page.

e Save your progress as you work your way through the form as each page
can time out within 10-15 minutes.

When you are ready, click next page.
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TEO information page
sy v
NN

TEO self-review

TEO Information

Activity summary

This i3 a summary of TED quality assurance activities held by M2OA from the last 14 months

Activity hbet Partially met Mot met
MNZDA Manitoning oulcomas [+ [}

Activity Approved Withdrawm Mot approved
Pragramme application numbers and outcomes i 1 1]

Current infonmation

Total approved programmes 2

Currgnt active delvery sites 1

Conditions

Date callected: 2026-06-30

Period covengd: 14 months

What significant chonges impacted your organisotion over the last year? *

x

Save progress Mext page —»

TLD name 2 E
[Tt ] (]
Form progress
TEQ Prafile

TEDQ information

The “Activity
summary” section
of the page will be
populated with
information NZQA
holds in our
database about
your TEO for the
preceding 14
months.

e At the bottom of this page is a box where you will be asked to share any
significant changes that have impacted your organisation over the last

calendar year.

e Examples of significant changes might include: new delivery sites, new
delivery options or a new senior leadership structure.
e If there have not been any significant changes over the last calendar year,

simply write ‘none’ in the box.

When you are ready, click next page.
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Equivalent Full-Time Students page

NZQA is requesting that TEOs share information on both international and domestic
student enrolments, both funded and unfunded. We refer to these as “equivalent
full-time students” or EFTS.

NS5/ =

TEO self-review

Equivalent Full-Time Students
Form progress

Please complete this page

your student management systen, of

e EFTS for couwrves with oedits ush = workshest

1f you do et have 3 student in a particular

& Tou Ful-Time
International students ® Seuseres

Previous ful year (Januory - December) * Current yeor to dote *

Domestic unfunded students

Previous ful year {jorwory - December) * Current yeor to date *

Funded students

Previous full year (Jomuary - December) * Current yoor to dote *

Total EFTS

Previous full year (jomuery - Decomber) * Cutrent yoor to date *

Total Completed EFTS ©
Previous Al year (Jamuory - December) *

Total number of students

Previous ful yeor {lomuory - December] *

If you are not sure how
to calculate EFTS click
on the link ‘Download
the worksheet’ to
automatically translate
student numbers on
credit bearing courses
into EFTS.

If you are unsure about
what constitutes an
EFTS click on the
question mark after
Total Completed EFTS.

e You can pull EFTS data from your student management system or calculate
EFTS for courses with credits if you cannot get the relevant data from your

student management system.

e If you use this option, you will need to transfer the information from the

worksheet manually into the portal boxes.

e If you do not have any students in a particular category, put the number ‘0’.

Remember to save your progress as you go and you must populate all the
boxes to progress to the next page. When you are ready, click next page.
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Initiatives page

Here you are asked to list the key initiatives that your organisation has undertaken in
the previous 12 months to improve practice in the areas of teaching and learning;
assessment; and learner wellbeing and safety. You can share your successes and

challenges in relation to these three areas.
m '\?jﬂ 1E0 s 2 o
w& 'v* k) ] Prefle doget

TEO self-review
Initiatives

List the key inidatives your organisation underiook i the previous pear o ingrove, Righbghting
oSt b and chalenges. Masss G in al ki o lorsach lopic of

= Tamching and lsaming
Al

o Leernar gaiety and welieing

Ky initiatives
Toplc

Samet About this form

what did you do? TED prafis
4.3 Impreyad GUBETY of Staff taching racTion TED indsrmation
Deseribie thet SuLoessesd chalenges® Equivaient Full-Time Students
Intiages

O Thematic questions

O Quality Improvenment Mas

) mmessation

Topice () Frwbew and send
Salnct.,

What did you do?*

.5 Improved quaity of stalf teaching practios

Describe the successess chollerges®

Tepie®
Sanc.. -

What did you do¥

.4 Improved Qualty of stalf 1Haching craotos

Describe te successes’ cholenges”

Add infilaibe +

Where it says, “Key initiatives,
Topic*” there is a drop-down
menu for you to use for each of
teaching and learning;
assessment; and learner
wellbeing and safety.

In the box that says, ‘What did
you do?’ you must include at
least one initiative for each of
the three categories, teaching
and learning; assessment; and
learner wellbeing and safety.

Highlight and describe your
successes and challenges
regarding these three
categories.

Note: There is a 2000 maximum
character limit for each large
box.

e NZQA is looking for a high-level summary of your initiatives.

e Your organisation will have the opportunity to expand on this information
during the annual discussion with the TEO self-review evaluator.

e Thereis a box called ‘Add initiative’ if you want to add more information.

Remember to save your progress as you go along.

When you are ready, click next page.
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Thematic Questions page

The thematic question each TEO will respond to for the July 2026 to July 2027
review period is, ‘Use of generative Al in delivery and assessment’.

You are asked to tell us about:

e the opportunities you identified

e activities you undertook

e outcomes from these activities related to generative Al
e any other comments on the theme

Note: There are four boxes to populate, with a 2000 maximum character limit for
each large box.

SRR —_—
m— - - n, o o o

TEO self-review Examples could include data

Thematic questions privacy, academic integrity

oeon e il o s sttt e A TERPnO. and cognitive dependency

e seos s tom (use of Al tools that might
T impact learner engagement
Tabiemsts and/or critical thinking
e abilities).

Use of generative Al in delivery and assessment:

Whet opportunites did you identfy?

Other examples may relate
to; Assessment design,
virtual reality learning tools
and / or assessments, Ai
assisted pre and post
moderation, assessment
marking.

What mere the cutcomes of these actvites”

Examples of some of the

! more commonly used Al tools
Aoy o cormaemte o e are: ChatGPT, Claude, Co-
Pilot and Gemini.

If you do not use generative Al in your organisation, please note this in each of the
boxes. Remember to save your progress as you go along.

When you are ready, click next page.
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Quality Improvement Plan page

You will be asked to share a minimum of 3 and maximum of 10 priority actions from
your Quality Improvement Plan that you identified through your organisational self-

review and have prioritised for the upcoming year.

TEO self-review

Quality Improvement Plan

Uplood your Quolity improvement Flon

..........................................

__________________________________________

____________

LG sy

T

____________

Quality mprvement Flon pricrity octions

smary aciane biupma i) atarity actone Fun pear Deaity marseamen fan.

Remember to save your progress as you go along.

(]

-

When you are ready, click next page.

NZOA

Mana Tohu Matauranga o Aotearoa
New Zealand Qualifications Authority

You can upload your
organisation's quality
improvement plan or drag
and drop your files into
the box provided.

There is a limit of 5
megabytes and no more
than 2 documents.

Note: it might take a
moment for your file to
upload.

Outline your
opportunity or problem
and what action you are
taking. Then indicate a
proposed completion
date for these actions
and the outcomes you
expect to achieve
alongside how you will
know that they have
been met.

There is the opportunity
to add more than 3
priority actions by using
the 'Add new priority
Action’ tab.

Hextpage
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Attestation page

This is where you will attest that your organisation is compliant with:

e Education and Training Act 2020 | New Zealand Legislation,

e Relevant NZQA rules Quality assurance hub - NZQA

e The Tertiary and International Learners Code of Practice - NZQA

v Ayt

TEO self-review

Attestation

To the best of our knowledge, our organisation is compliant wi
under the following:

obligations

The Education and Training Act 2020 and all
@ Yes, the organisation is compiiant
O Ne, the organization is nen-compliant

Additional informoticn

Form progress

Click the radio button to
indicate ‘yes’ or 'no’. You can
add information in the boxes
to explain your responses if
you have selected 'no’.

Tree -
The Education (Pastoral Care of Tertiory and International Learners) Code of Practice 2021 o -
® Yes, the sotion is comp

the arganisation is complant P D Anest
O o, the organizotion is nen-compliant

Additional informotion

A seif-review of your organisation’s performance against the Code has been undertaken, The
Code requires that your organisation’s self-review report (including annual complaints and
critical incidents dato) is readily availoble in occessible formats to leamers, stoff, and the
public on your organisation’s website. Please provide a link to your organisation’s current
publication on your organisation’s website in the box below. If it is not available, please
explain why.

@ Yes, the arganisation is compliant
O ne, the arganization is nen-compfiant

Additional informotion

« Pravious page Save progress Next page —+

You will also attest that your
organisation has completed
a self-review against the
Code and that a summary of
your Code self-review has
been published and is
accessible to the public,
including on your website.
This includes publication of
your annual complaints and
critical incidents data.

You will be asked to include
the URL to your Code self-
review. This URL link will be
checked by the NZQA self-
review evaluator.

If you do not include the URL link to your Code self-review the attestation defaults to
‘no’. Your TEO Self Review evaluator will be in contact to discuss this with you.

Remember to save your progresses you go along.

When you are ready, click next page.
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TEO self-review, Review and Send page

Prior to submitting your summary, you will be asked to review and confirm that the
information in your submission is correct and complete and that NZQA is authorised
to use this information for the purposes of quality assurance.

TEO self-review

Review and send

Eheck the Informaticn beiow is correct befare you submit your TED seif-review.

& P
& Frint POF =

TEO information

Name of TEO

Activity summary

This is sorme summary text inforrmation for the TED activities that have taken place for this TED over
tha duraticn. Thare may ba threa or mara lines of tet depending on tha activity

Significant changes

This is sorme summary Lext information for the TED activities that have taken place for this TEQ over
the duraticn, There may e thres or mora lines of Tet depending on the activity

Equivalent full time students

International students

Pravious full year: w7 Currant year ta date: 220

Domestic unfunded students

Previous full year: n Current year to date: 200

TEC funded
Previcus Full year: 2 Current year to date: 200

Review all aspects of your submission before submitting and check that all details

Form progress
About this form
TEO profile
TED infprmation
Equivalant Full Tima Studants
mitiatives
Thematic guestions
GQuality Improvement Plan
Attestation

Review and send

and fields have been completed accurately.

You can now save and/or
print a PDF of your
submission for your
records.

A

Once your self-review is
submitted you will not be
able to log back into the
document to make
changes.

The following sections will be summarised for your final review:

o« TEO Information

« Equivalent Full-Time Students (EFTS)
« Initiatives (Teaching & Learning, Assessment, and Learner Well-being and

Safety)
« Thematic Review
e Quality Improvement Plan

If you are happy with the details, complete the Attestation by ticking the boxes in the

confirmation section at the bottom of the page and then click submit your

application.

If you want to amend your submission, you will need to discuss this with your

allocated TEO self-review evaluator when they contact you.

Mana Tohu Matauranga o Aotearoa
New Zealand Qualifications Authority
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Next steps

Note: The timeframes shown are indicative. While we will endeavour to meet these
timeframes, operational factors may result in changes. As the process matures,
timelines may be refined or adjusted to better support TEOs and NZQA's quality
assurance activities.

Once your submission is received by NZQA, your TEO self-review evaluator will
review it and may contact you within 5 working days if they need to request more
information.

If a date and time for the annual discussion has not already been confirmed, your
evaluator will be in contact within 5 working days of receiving your submission to
arrange this.

You will receive a discussion plan based on your annual self-review submission.
This plan will be provided within 5 working days of submission (Day O being the
date your submission is received) or by the latest due date set by NZQA.

The discussion plan is an opportunity for your TEO to:
« Review the proposed discussion focus
e Suggest additional agenda items
« Identify if areas need to be rebalanced or weighted differently

The annual discussion will be held within 15 working days of NZQA receiving your
submission and will typically be 90 minutes in duration.

To support accurate record keeping, the discussion will be recorded using
Microsoft Copilot to assist in summarising the meeting notes. A copy of these notes
will be shared with the TEO.

Once the discussion notes have been reviewed and signed off by the provider
(TEO), the recording will be securely deleted. Once confirmed, the process is
considered complete

A 6-month check-in may also be scheduled to review progress against your quality
improvement actions.

If you have questions or need further support, please contact us by emailing
teo_sr@nzga.govi.nz.
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