GUIDE

TO ENROLMENT

Open Polytechnic

KURATINI TUWMHERA

NATIONAL CERTIFICATE IN FINANCIAL SERVICES

Please read this Guide carefully. It is intended to help you through the process of enrolling and sets out Open Polytechnic’s Terms and
Conditions of Enrolment. If you have any questions, or would like assistance to complete the enrolment form, ring a Customer Services

Representative on 0508 000 088.

Identification

If you have studied with us before, you will have an Open Polytechnic
student number. Contact a us on 0508 000 088 if you don’t know your
student number. If you are enrolling for the first time, we will allocate
you an Open Polytechnic student number. Your student number will be
7 digits and should be used on all correspondence with us.

National Student Number (NSN)

The National Student Index (NSI) is the system in which every tertiary
student and National Certificate in Educational Achievement (NCEA)
candidate is given a unique number. The Ministry of Education collects
the following information for the NSI:

e Your full legal name e Date of birth

e (Gender e Residential status

This information is used in an Authorised Information Matching
programme with the New Zealand Birth Register. For further
information please see www.nsi.govt.nz/ima.

Your unique NSN stays with you for life — it remains the same even

if you change education providers. It is also used by the New Zealand
Qualifications Authority (NZQA) to record credits and qualifications
gained by learners on the National Qualifications Framework (NQF).
This means that if you have a Record of Achievement number this

will also be the NSN number that your tertiary education provider

uses. If you are enrolling in unit standard courses, we will check to

see whether you are ‘hooked on’ to the NQF. If you are not, we will
arrange for your ‘hook on’ to be processed when you have successfully
completed your first unit standard. There is no charge for this service.

Personal Details

If this is the first time you have enrolled with Open Polytechnic or you
do not have a verified NSI record, you need to provide a verified copy*
of evidence of your full legal name and age. If you have enrolled with
us before, and your name has changed since your last enrolment, you
will need to send us verified documentation to confirm that change.

One of the following is required as evidence of acceptable
documents: (Do not send the originals)

e Birth Certificate, Passport or Certificate of Citizenship (with place
of birth stated as New Zealand, Cook Islands, Tokelau, Niue, or
Australia)

e Qverseas passport

e Statement of Whakapapa, including date of birth, countersigned by
a Kaumatua and yourself (only if the birth has not been registered)

e (Certificate of Identity (from the New Zealand Immigration Service)

e For change of legal name only, Marriage Certificate or Deed Poll
declaration
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*A verified copy is a photocopy that has been signed as a true and
accurate copy of the original by a person listed in the Oaths and
Declaration Act 1957 as being able to take declarations. This person
could be a Barrister or Solicitor of the High Court, Justice of the
Peace, Notary Public, Registrar or Deputy Registrar of the Court,
Member of Parliament, Land Transport Safety Authority, Public Trust
or local authority employee designated for this purpose. If you are in
a remote area and do not have access to one of these people, a school
principal, minister of religion or general practitioner is acceptable.

You can find a list of JPs in the Yellow Pages of the telephone book or
on www.jpfed.org.nz (JPs do not charge for the service).

If you are in the Auckland, Wellington or Christchurch area, our
Reception Staff are also able to verify your original documents and
take copies.

All verified photocopies must show:

e The name of the verifier

e Their title (may be in the form of a stamp)
e Their signature

e The date verified.

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

Birth Certificates — If you need to obtain a birth certificate, contact
Births, Deaths and Marriages on 0800 22 52 52. If you have a credit
card, you can order copies of certificates at that number. Certificates
currently cost $26.00. You can also order a copy of your birth certificate
by going to the following web site www.bdm.govt.nz

Note: 1. Your enrolment will not be confirmed until we have sighted
complete verified documentary evidence of your full legal
name, age and citizenship.

2. Open Polytechnic’s Student Management System is case
sensitive, please use upper and lower case when completing
all forms.

Contact Details

You must supply us with a home address that is not a PO Box number.
You have the option of receiving your course material and
correspondence at an alternate delivery address, which can be a

PO Box number.

As many of our students are working and studying, we ask for
workplace details to help us to assist you with your study.



Residency Status and Citizenship

Your citizenship or residency status tells us whether you are classed as
a Domestic or International student.

Domestic students may have their tuition fees subsidised by the
New Zealand Government through the Ministry of Education. If you
are younger than 16 years of age, you may enrol with us (subject to
meeting programme admission requirements), but you will need a
school exemption certificate. Talk to your school regarding the STAR
programme if you are at secondary school.

If you are a domestic student, you must supply verified evidence of NZ
citizenship or NZ permanent residency. Refer to Personal Details for
acceptable forms or verified evidence.

You are a domestic student if you are:
e Acitizen of New Zealand, or a citizen of the Cook Islands, Tokelau
or Niue studying there or in New Zealand.

e A permanent resident of New Zealand (including Australian citizens
or permanent residents) living in New Zealand.

International students must pay full fees. Only certain programmes are
approved for admission by international students (see your Programme
Information).

You are an International student if you are not a citizen or permanent
resident of New Zealand (as described previously).

International Students Living in New Zealand

You must provide verified evidence of your right to study in New

Zealand:

e passport

e work permit with Variation of Conditions

Note: Open Polytechnic does not accept enrolment applications from
students with a student permit/visa.

International Students Living outside New Zealand

You must provide verified evidence of your full legal name:
e passport or birth certificate

Iwi Affiliation

If you identified as ‘New Zealand Maori in the Ethnicity section, the
Ministry of Education requires that you specify your Iwi. A list of lwi
codes has been compiled by Statistics New Zealand and is included in
this Guide. You can select up to three Iwi codes from this list.

Secondary School

The Ministry of Education requires us to collect information on the last
New Zealand secondary school you attended.

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

Tertiary Study

Tertiary study is study taken after you have left secondary school (but
excludes STAR, community or other non-formal programmes). If you
have enrolled in tertiary study before, answer ‘No’ to the question
asked and complete the remainder of the section.

Prior Activity
The Ministry of Education requires us to report on your MAIN
occupation or activity in New Zealand on 1 October 2009.

Note: If you have answered ‘Yes’ in the Tertiary Study section, you
have a limited choice of occupation or activity codes.

Disability

The Ministry of Education requires us to report on the numbers of
students with disabilities who enrol with us. If you tell us that you have
a disability, we will send you a brochure outlining the services we

can offer. We may be able to assist you with your studies. Contact a
Customer Services Representative on 0508 650 200 who will put you
in contact with our Disabilities Co-ordinator or Literacy and Learning
Needs Advisor, or email disabilities@openpolytechnic.ac.nz. If you need
any special arrangements to enable you to study you need to discuss
this with the Disabilities Co-ordinator prior to, or as soon after enrolling,
as possible, so that we can determine what assistance (if any) we can
reasonably provide.
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Fees

To confirm your Application for Enrolment, we will check to ensure you
have completed all sections, all documents have been provided and
you are eligible to enrol. All fees must be paid before your enrolment
will be confirmed. The Annual Administration Fee is payable with your
first enrolment in each academic year. The Annual Administration Fee is
non-refundable. Fee payment options are:

Credit Card

The credit card will be debited when your enrolment is confirmed.
Please ensure that funds are available on the credit card.

Cheque
Your cheque will be banked upon receipt for security reasons.

Internet Banking

Open Polytechnic is registered with all major banks to receive payment
via on-line banking. You will need to know your Open Polytechnic
student ID number to set up your bill payee account.

PostShop Outlet

Take your Remittance Advice to a PostShop Outlet, they will guide you
through the payment process. Payment must be made by cash, EFTPOS
or cheque.

Quotation

We will send you a Remittance Advice if you require confirmation of
your fees. We are unable to confirm your enrolment until your fees have
been paid.

Corporate Account or Contract

A letter of authorisation from the Corporate Account holder must be
attached to your Application for Enrolment.

Fees Liability

If you withdraw in writing during the refund period and have not yet
paid your fees, your account will be debited with the refund amount
less all non-refundable fees, including the withdrawal fee of $50.00 per
course and the $50.00 Annual Administration Fee. You will be liable for
the fees balance, and subject to debt collection processes should the
debt remain unpaid. If you have not paid your fees and withdraw after
the refund period, the fees must still be paid. Normal debt collection
processes will be followed. If you do not withdraw formally, you are
liable to pay your fees, even if you do not submit any work or attend
classes. If your fees were to be paid by Student Loan and you cancel
your loan, you must also apply to withdraw in writing with Open
Polytechnic as you will remain liable for any applicable fees.

Note: Course materials will be sent when your enrolment has been
confirmed. Check them carefully. Conditions apply if you wish
to apply to withdraw, and receive a refund of your fees (less an
administration charge and any non-refundable fees — see Terms
and Conditions of Enrolment).

Checklist

Check that you have answered all sections of the Application for
Enrolment form and attached all required verified documentation.
Your Application for Enrolment will be delayed if all instructions are not
followed.

Declaration

We need your signature as confirmation that the details you have supplied
are true and correct, and as confirmation of your acceptance of the Terms
and Conditions of Enrolment and the Privacy Act 1993 Statement. Read
the Terms and Conditions of Enrolment carefully as they contain important
information regarding your enrolment, including withdrawal criteria.

Phone 0508 000 088 ¢ 04 913 5300 ¢ Fax 04 913 5308

86 Wyndrum Avenue e Private Bag 31914 e Lower Hutt 5040 ¢ New Zealand
www.openpolytechnic.ac.nz e financialservices@openpolytechnic.ac.nz

Open Polytechnic
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TERMS RND
CONDITIONS
OF ENROLMENT

Terms and Conditions apply to every student enrolled with Open Polytechnic whether the enrolment is arranged personally or through another
organisation. Read them carefully before you complete and sign the Declaration section of the 2010 Application for Enrolment.

In signing the Application for Enrolment, you are confirming that you have read, understood and accepted these Terms and Conditions and the
Privacy Act 1993 Statement.

Open Polytechnlc

KURATI TUWHERA

Enrolment Date

On receipt at the Polytechnic, your Application for Enrolment will be checked to ensure
you are eligible to enrol at the Polytechnic, and in the programme and course(s) requested.
Your form will also be checked for date, signature, completeness and all necessary
documentation. If necessary information is missing, or fees have not been paid in full, your
Application for Enrolment will not be confirmed until all information or fees are provided.
The date on the confirmation of enrolment letter will be the official date of enrolment.

Fees

In signing the Application for Enrolment or Re-enrolment form, you undertake to pay all fees
as they become due, and to meet any late fees and collection charges associated with debt
recovery. The organisation’s policy on withdrawal and refund of fees is noted below. Any
fees paid to Open Polytechnic (hereinafter referred to as the Polytechnic) are banked upon
receipt for security reasons.

Duration of an Enrolment
Your course enrolment will expire EITHER:

o At the end of the fixed period or trimester for which you have enrolled OR
¢ Twelve months from the date of confirmation of enrolment OR
o When you complete all the summative assessments required for the course

WHICHEVER COMES FIRST.

Amendments to your Proposed Course of Study

The Polytechnic reserves the right to make amendments to your proposed course of

study during 2010 where such amendments are necessary to comply with programme
regulations, course requirements, or where it is necessary to restrict enrolments, or courses
are unavailable to enrol in for any reason. Your enrolment cannot be transferred to another
person.

Withdrawals and Refunds

All applications for withdrawal must be in writing. A form is provided in the Student
Handbook for this purpose. The date of withdrawal is the date when your written withdrawal
is received by the Polytechnic.

You will be eligible for a refund of fees providing your written application is received within
the specified timeframe as set out in the following table, and:

* Your course has not been transferred,

e You have returned all study material,

o No work has been received by the Polytechnic, and
e No class has been attended (where applicable).

To receive a full refund, less administration fees, you need to meet the criteria in the table
below:

Date withdrawal Refund of fees | Admin | Effecton

received paid* charges | AcademicTranscript
Open enrolment course 100% of $50 per | There will be no record
(52 weeks) refundable fees | course | of your enrolment on
Within 14 days of the date of your printed academic
confirmation of enrolment transcript

Fixed period and trimesterised

enrolment course.

Within 14 days of the official

start date of the fixed nrolment
period or trimester

After 14 days and up to 75% No refund Nil Your academic transcript
course time duration will state “Withdrawn”
You may not withdraw after No refund Nil If you do not complete
75% of course time duration the academic

requirements, your
transcript will show
“Fail” or “Incomplete”

Non-refundable Fees
* Some fees are NOT refundable such as the Annual Administration Fee and fees collected
on behalf of and paid to other agencies.

Availability of Courses

You agree:

e Enrolments are in individual courses, not the complete programme.

o The Polytechnic does not undertake that you will be able to complete or achieve an
award or qualification through study with it.

e Not all programmes, majors or courses are open for enrolment in any given trimester or
year.

Regulations

You agree to abide by the statutes, regulations and policies of the Polytechnic. These are
available on www.openpolytechnic.ac.nz or contact us on 0508 650 200.

Detecting Plagiarism — Turnitin

You agree that assessments and assignments will be your own work and that you will not
pass off the work of others as your own (plagiarism). Subject to the Terms and Conditions
of Use contained on the Turnitin.com site you agree all papers submitted by you for
assessment may be submitted to Turnitin.com for comparing with text contained on their
database to determine whether plagiarism has occurred. Submitted documents will also be
added to Turnitin’s database of submitted documents for plagiarism detection purpose only.

Variations to Conditions of Enrolment
No modification, alteration of or addition to these conditions of enrolment shall be binding
on the parties unless it is in writing and signed by the Polytechnic and the student.

Disputes Procedure

The parties will discuss in good faith any disputes between them arising out of this
Enrolment Agreement. If discussions fail to resolve the dispute within a reasonable time,
then either party may, by written notice to the other, require the dispute be submitted
for mediation in Wellington by a single mediator nominated by the President of the New
Zealand Law Society or his or her nominee. In this event the:

¢ mediator will be deemed to be not acting as an expert or arbitrator;
o mediator will determine the procedure and timetable for the mediation;
e cost of the mediation will be shared equally between the parties.

PRIVACY ACT 1993

Authorisation

By signing the Application for Enrolment or Re-enrolment Form, you have authorised the
Polytechnic to collect, use and disclose personal information about yourself in accordance with
the sections specified below and the Privacy Act 1993. You have also authorised any agency
holding the source of information you have provided on this form to release that information to the
Polytechnic on request.

Use of Personal Information Gathered

You are advised that information sought on Application for Enrolment Forms, associated

documents, and collected from you during your period of enrolment at the Polytechnic is required

to enable the polytechnic to comply with its purposes and functions under the Education Act

1989. Without affecting the generality of the above statement, the information will be held by the

Polytechnic and used in the following ways:

1. The Polytechnic will use the information collected and stored to comply with the requirements
of the Ministry of Education (student statistical returns), New Zealand Qualifications Authority
(record of achievement registration and unit standard outcomes), Tertiary Education Commission
(funding returns), Industry Training Organisations (funding and academic outcomes), Ministry
of Social Development (confirmation of enrolment and academic outcomes), Inland Revenue
Department (student loan interest rebate), Department of Immigration (if you are not a New
Zealand citizen or permanent resident), and agencies who support particular students through
scholarships and prizes, payment of fees or other awards (if you are a recipient of one of these
awards). The information is also used to select students for qualifications, to manage internal
administrative processes, for providing tuition, academic advice and support, for internal
reporting, to provide you with information on Polytechnic courses and programmes and for
maintaining order and discipline. To advise you of the Polytechnic’s Alumni Programme and
activities. It may also be used to put you in contact with other students studying your course(s)
if you specifically authorise this. Information may also be given to textbook/learning resource
suppliers to assist you to purchase textbooks, learning resources, stationery, etc. If you are
successful in your course and become eligible to attend a Polytechnic graduation ceremony, your
name will be published in the list of graduands in the programme for that graduation ceremony.

2. The Polytechnic may also be required by law to provide some personal information to other
Government agencies upon request (for example, New Zealand Police).

3. Information about particular students may be supplied to the following agencies in the
circumstances detailed below:

e (Qther education institutions and providers

— where the student concerned is enrolled in a course taught at another institution in
association with the Polytechnic

— where the student concerned is transferring his or her records to that other
institution or applying to enrol in a course taught at that institution

— where the student concerned is enrolled in a course leading to a qualification
awarded by another body or institution

— where the student has been enrolled at the Polytechnic but is receiving student
support at another institution or organisation in association with the Polytechnic

— where the student concerned has enrolled at the Polytechnic pursuant to a contract
the Polytechnic has with any Industry Training Organisation

— where the student has enrolled at the Polytechnic pursuant to a contract the
Polytechnic has with any secondary school.

e An Employer — where a student has enrolled at the Polytechnic under a contract the
Polytechnic has with the employer whereby the employer pays or has agreed to pay
the student’s fees.

e Department of Work and Income — where the student concerned is being funded by DWI

o Ministry of Foreign Affairs and Trade — where the student concemed is funded by the Ministry.

Note:

1. The Polytechnic undertakes to observe the general conditions governing the release of information, as
set out in the Privacy Act 1993 and the post-compulsory unique identifier code of practice. You may see
any information held about you and amend any errors in that information. To do so, contact the Academic
Registrar.

2. The Privacy Act came into force on 1 July 1993 with the stated aim of protecting the privacy of natural
persons. It requires the organisation to collect, hold, handle, use and disclose personal information in
accordance with the twelve Information Privacy Principles in the Act www.privacy.org.nz/people/
potop.html.
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NEW ZERLAND Open Polytechnic
IWICODES KURATINI TUWHERA

NZ Iwi Codes

If you identified as New Zealand Mé&ori in the Ethnicity section, select up to three Iwi from this list and enter the four digit code(s) in the Iwi section.

01 Te Tai Tokerau/Tamaki-makaurau 04 Te Arawa/Taupo
(Northland/Auckland) Region (Rotorua/Taupo) Region

0100 Te Tai Tokerau/Tamaki-makaurau 0400 Te Arawa/Taupo (Rotorua/Taupo)
(Northland/Auckland) Region, not further defined Region, not further defined

0101 Te Aupouri 0401 Ngati Pikiao (Te Arawa)

0102 Ngati Kahu 0402 Ngati Rangiteaorere (Te Arawa)

0103 Ngati Kuri 0403 Ngati Rangitihi (Te Arawa)

0104 Ngapuhi 0404 Ngati Rangiwewehi (Te Arawa)

0105 Ngapuhi ki Whaingaroa-Ngati Kahu ki Whaingaroa 0405 Tapuika (Te Arawa)

0106 Te Rarawa 0406 Tarawhai (Te Arawa)

0107 Ngai Takoto 0407 Tuhourangi (Te Arawa)

0108 Ngati Wai 0408 Uenuku-Kopako (Te Arawa)

0109 Ngati Whatua 0409 Waitaha (Te Arawa)

0110 Te Kawerau 0410 Ngati Whakaue (Te Arawa)

0111 Te Uri-o Hau 0411 Ngati Tuwharetoa

0112 Te Roroa 0412 Ngati Tahu-Ngati Whaoa (Te Arawa)

02 Hauraki (Coromandel) Region 05 Tauranga Moana/Matatua (Bay of Plenty) Region

0200 Hauraki (Coromandel) Region, not further defined 0500 Tauranga Moana/Matatua (Bay of Plenty)

0201 Ngati Hako Region, not further defined

0202 Ngati Hei 0501 Ngati Pukenga

0203  Ngati Maru (Marutuahu) 0502 Ngaiterangi

0204 Ngati Paoa 0503 Ngati Ranginui

0205  Patukirikiri 0504 Noati Awa

0206  Ngati Porou ki Harataunga ki Mataora 0505  Ngati Manawa

0207  Ngati Pikenga ki Waiau 0506  Ngai Tai (Tauranga Moana/Mataatua)

0208 Ngati Rahiri Tumutumu 0507 Tuhoe

0209  Ngai Tai (Hauraki) 0508 Whakatohea

0210 Ngati Tamatera 0509 Te Whanau-a-Apanui

0211 Ngati Tara Tokanui 0510 Ngati Whare

0212 Ngati Whanaunga P .
06 Te Tai Rawhiti (East Coast) Region

03 Waikato/Te Rohe Potae 0600 Te Tai Rawhiti (East Coast) Region, not further defined
(Waikato/King Country) Region 0601  Ngati Porou

0300  Waikato/Te Rohe Ptae (Waikato/King Country) 0602  Te Aitanga-a-Mahaki
Region, not further defined 0603 Rongowhakata

0301  Ngati Haua (Waikato) 0604  Ngai Tamanuhiri

0302 Ngati Maniapoto
0303 Ngati Raukawa (Waikato)
0304 Waikato
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07

0700

0701
0702
0703
0704
0705
0706
0707
0708
0709
0710
0711

08

0800
0801
0802
0803
0804
0805
0806
0807
0808
0809
0810

09
0900

0901
0902
0903
0904

10

1000

1001
1002
1003
1004
1005
1006
1007

Te Matau-a-Maui/Wairarapa
(Hawkes Bay/Wairarapa) Region

Te Matau-a-Maui/Wairarapa
(Hawkes Bay/Wairarapa) Region, not further defined

Rongomaiwahine (Te Mahia)

Ngati Kahungunu ki Te Wairoa

Ngati Kahungunu ki Heretaunga

Ngati Kahungunu ki Wairarapa

Ngati Kahungunu, region unspecified
Rangitane (Te Matau a Maui/Hawkes Bay/Wairarapa)
Ngati Kahungunu ki Whanganui-a-Orotu
Ngati Kahungunu ki Tamatea

Ngati Kahungunu ki Tamakinui a Rua
Ngati Pahauwera

Ngati Rakaipaaka

Taranaki Region

Taranaki (Taranaki) Region, not further defined
Te Atiawa (Taranaki)
Ngati Maru (Taranaki)
Ngati Mutunga (Taranaki)
Nga Rauru

Nga Ruahine

Ngati Ruanui

Ngati Tama (Taranaki)
Taranaki

Tangahoe

Pakakohi

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

Ngati Apa (Rangitikei)

Te Ati Haunui-a-Paparangi

Ngati Haua (Taumarunui)

Ngati Hauiti

Manawatu/Horowhenua/Te Whanganui-a-Tara

(Manawatu/Horowhenua/Wellington) Region

Manawatt/Horowhenua/Te Whanganui-a-Tara
(Manawatt/Horowhenua/Wellington)
Region, not further defined

Te Atiawa (Te Whanganui a Tara/Wellington)
Muaupoko

Rangitane (Manawatu)

Ngati Raukawa (Horowhenua/Manawatt)

Ngati Toarangatira (Te Whanganui a Tara/Wellington)
Te Atiawa ki Whakarongotai

Ngati Tama Ki Te Upoko o Te Ika
(Te Whanganui-a-Tara/Wellington)

11

1100

1101
1102
1103
1104
1105
1106
1107
1108
1109
1110
1111
1112
1113

20

2001
2002
2003
2004
2005
2006
2007
2008
2009
2010
2011
2012
2013
2014
2015
2016
2017

21

2101
2102
2103
2104
2105
2106
2107
2108
2109
2110
2111

22
2200

44
4444

55
5555

Te Waipounamu/Wharekauri
(South Island/Chatham Islands) Region

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

Te Atiawa (Te Waipounamu/South Island)
Ngati Koata

Ngati Kuia

Kati Mamoe

Moriori

Ngati Mutunga (Wharekauri/Chatham Islands)
Rangitane (Te Waipounamu/South Island)
Ngati Rarua

Ngai Tahu / Kai Tahu

Ngati Tama (Te Waipounamu/South Island)
Ngati Toarangatira (Te Waipounamu/South Island)
Waitaha (Te Waipounamu/South Island)

Ngati Apa ki Te Ra To

Iwi unknown, but waka or lwi confederation known
Tainui

Te Arawa

Takitimu

Aotea

Matatua

Mahuru

Mamari
Ngatokimatawhaorua
Nukutere

Tokomaru

Kurahaupo

Muriwhenua

Hauraki / Pare Hauraki
Turanganui a Kiwa

Te Tauihu o Te Waka a Maui
Tauranga Moana

Horouta

Iwi known but region unspecified
Te Atiawa, region unspecified
Ngati Haua, region unspecified
Ngati Maru, region unspecified
Ngati Mutunga, region unspecified
Rangitane, region unspecified
Ngati Raukawa, region unspecified
Ngati Tama, region unspecified
Ngati Toa, region unspecified
Waitaha, region unspecified

Ngati Apa, area unspecified

Ngai Tai, area unspecified

Hapu affiliated to more than one Iwi
Hapu affiliated to more than one Iwi

Don’t know
Don’t know

Decline to answer
Decline to answer
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