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[Form updated March 2026]

Use this form to apply for registration as a private training establishment (PTE).

If you have not already done so,
Advise NZQA by email that your organisation is preparing an application for PTE registration.
email: Approvals_Accreditation@nzqa.govt.nz.  The New PTE Team in Quality Assurance Division (QAD) will arrange a meeting to discuss your application with you before submission.

Te Hono o Te Kahurangi quality assurance
You may request that Te Hono o Te Kahurangi quality assurance is used for assessment of the application. In addition to meeting registration requirements, the application should relate to ngā kaupapa o Te Hono o Te Kahurangi. For more information email tehono@nzqa.govt.nz.
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Before you start:
NZQA’s Guidelines for PTE Registration provides detailed information. Please read the Guidelines before filling in this form.

If International learners are intended, ensure the Code requirements are addressed in the application.

Delete the statement that does not apply:
· The organisation is considering applying to be a signatory to the Code.
· The organisation is not considering applying to NZQA to be a signatory to the Code 

Key documents:
There are 3 key documents that must be submitted with the Form:
Business Plan 
Quality Management System (QMS)
Financial forecast 
Supporting evidence is also required for each document.

How to use the Form:
Aside from contact details, which are to be entered below, each section has a table where you need to provide the document (file name) and page number references where the information to meet the criteria is located.

Format:
Save all documents in Word where possible.
The QMS does not have to be one document but must be easy to navigate. 
The financial forecast should be in an Excel spreadsheet format

Submit:
Complete the form out electronically and send it with supporting documents, or clear instructions with an online link, to qaadmin@nzqa.govt.nz. 

All documentation will be uploaded to our system for evaluation and record keeping.
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Contact person for this application
The contact person needs to be available to respond to any requests from NZQA.
	
	Title
	First name
	Surname

	Name
	
	
	

	Position
	

	Email
	

	Phone
	

	[bookmark: _Hlk203573637]Mobile
	


Legal Name of the PTE
	


The legal name must be exactly as it appears on the NZBN (https://www.nzbn.govt.nz/) and on supporting documents. 
Trading Name (if required)
	


NZQA allows a ‘trading name’ for promotion of the PTE (it is not necessary for it to be a legal trading name on the companies website). The legal name must be used or referenced in official documents including the enrolment form.
Contact details for the PTE
	Phone
	

	Mobile
	

	Email
	

	Website
	


Physical address 
	Line 1
	

	Line 2
	

	Suburb
	

	City
	
	Postcode
	


Postal address 
The postal address is the same as the physical address	Yes/No (delete one)
If no, provide the postal address.
	Line 1
	

	Line 2
	

	Suburb
	

	City
	
	Postcode
	



Consultant
	Did a consultant assist with the completion of this application form, and/or other aspects of the application?
☐ Yes          ☐ No
If yes, complete the rest of this table

	Name of consultant
	

	Name of consultant’s organisation
	

	Consultant’s website address
	

	Nature of the consultancy
	☐ The consultant is contracted to assist with initial registration only
☐ The consultant is contracted to assist with initial registration and to provide ongoing support
☐Other (please provide details)

	
	



Applicant signature
	Signed by Chief Executive / Chair of Governing Body

	Name:


Position held at PTE: 

Signature:                                                                             Date:
    






Registration criteria
[bookmark: _Toc224129528]Legal status
To be registered as a PTE, the organisation must be one of the following:
· limited liability company
· incorporated company
· incorporated society
· incorporated charitable trust.

NZ Business Number (NZBN):
	




	Checklist
	Attached 

	Legal status of the organisation. Please attach as applicable:
Company registration certificate / Certificate of incorporation / Charitable trust / other document recognising the applicant’s legal status as a body corporate
	

	If the body corporate has been incorporated for more than one year
The most recent Annual Return to the Registrar of Companies or the Registrar of Societies must accompany the application
	Yes/
Not applicable

	If the body is a limited liability company
Details of any changes to the company’s capital structure, shareholding, directors or secretary that may have taken place since the most recent return was filed
	Yes/
Not applicable
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The Statement of Education should be included in the Business Plan.
· The Statement of Education is the What, Why and How the PTE will operate and identifies the processes undertaken to determine the kinds of education, the intended students, and relevant stakeholders.
· Be specific about the kinds of education the PTE proposes.  
· Include at least one programme or micro-credential leading to a qualification on the NZQCF.  If the PTE is intending to develop its own micro-credential, include information that clearly identifies the NZSCED (classification), the aim and the identified employment or community need for the micro-credential.

	Checklist
	Business Plan page number 

	Proposed kinds and outcomes of education the applicant seeks to achieve.  
	

	International learners and Code signatory requirements
	

	A list of the programmes and/or micro-credentials the PTE intends to deliver
The information should identify the relevant programmes, qualifications, standards and related Consent and Moderation Requirements (CMRs).
	

	Timeframes for delivering relevant programmes, qualifications, standards
	

	A description of how the PTE will meet the needs of its intended students and stakeholders; its relevant communities (including whānau, hapū, iwi, or hāpori Māori); other key stakeholders. Profile of intended students. Profile of relevant communities and key stakeholders.
	

	The process used to identify needs, including who the PTE has consulted with, and how they consulted them.
	

	A description of how the PTE intends to develop the programmes or micro-credentials it will provide.
	

	A description of how the PTE intends to resource the programmes/micro-credentials and commence delivery through adequate staff, equipment and premises, and acceptable financial management practices and performance.
	

	A description of the assessment and moderation system.
	

	how the PTE will meet the Student Fee Protection Rules.
	




	Supporting evidence 
	Document and/or page reference

	Evidence of stakeholder consultation
	

	Letters of stakeholder support
	

	Evidence of needs analysis
	

	Engagement with industry and relevant ISB (if applicable)
	

	An acquisition plan with budget, where the resources are not already in place
	

	Organisation Chart 
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	Rule 4.1(a) 
Applicants must provide a list of the names of the governing members of the PTE.

Section 10 of the Act 
The definition of a governing member is 
• any director 
• any member occupying a position equivalent to that of a director 
• if the establishment is a trust, any trustee 
• if the establishment is a partnership, any partner 
• any senior manager, defined as either the chief executive officer or person occupying an equivalent position, or any member of staff in charge of academic issues, marketing, administration, finance, student fee trust funds or student services 
• any shareholder with a controlling interest in the establishment.




	Checklist
	Document reference

	An Organisation Chart that includes all members and vacant positions of PTE.
	



An Organisation Chart is generally presented in a hierarchical chart format.  It should include all positions in the organisation, including any vacant positions. It should include the Names and Positions/Titles aligned to the structure of your organisation.
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	Section 344(2)(d) of the Act 
The application must contain a statutory declaration from each governing member in respect of the matters described in section 347 (1) (a) to (g), which include a declaration the member is a fit and proper person for that position 
Section 344(2)(c) of the Act 
For each governing member, the applicant must supply a statutory declaration of: 
• any material conflicts of interest arising from the members’ role as a governing member 
• any interests the member has in organisations in the education or immigration sectors that provide goods or services to tertiary students. 
Rule 4.1(b) 
The applicant must supply a list of any material conflicts of interest of the PTE, and of any interests of the PTE, or of its body corporate owner(s), in organisations in the education or immigration sector that provide goods or services to tertiary students



	Statutory declarations can be found here Statutory declarations - NZQA


Governing members checklist 
	Governing Member Name & Role
	Position Description (document reference)
	Statutory Declaration with ID (document reference)
	CV
(document reference)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc224129532]Adequate staff, equipment, and premises
In the Business Plan include sections on:
•	Staffing
•	Equipment/Resources
•	Premises

The sections should refer to policies in the QMS and other supporting evidence such as:
•	The Organisation Chart
•	Curriculum Vitae
•	Position descriptions of senior managers
•	Position descriptors for any vacant positions
•	Policies for recruitment and selection of suitably qualified staff
•	Policies for induction, maintenance and professional development (relate to relevant CMRs)
•	specific resources required by relevant CMRs
•	An acquisition plan with budget, where the resources are not already in place
•	Site maps
•	Details of all permanent sites/premises

	Checklist
	Document and page reference in the Business Plan, QMS and/or other supporting documents

	Adequate staff with the necessary knowledge, skills and experience covering relevant education and training expertise, academic subjects, educational delivery, assessment and moderation, student support, educational administration, management and governance
	

	Adequate equipment, including information technology resources, educational resources and tools.
	

	Adequate premises, including off-site locations.
	

	Health and safety practices should provide NZQA with assurance that equipment used by students and teachers at all teaching sites will be safe to use and used safely.
	

	Delivery sites
Details of all permanent sites/premises which will be used for delivery, including: location; a site or building map, or a description, that indicates the size of each classroom/workshop learning venue and numbers of students each would accommodate; a description of the facilities, evidence that the new site will comply with the statutory requirements relating to its use; evidence that the PTE has or will have a right to occupy or use the premises; the location of any temporary sites/premises.
	

	· a description of accessibility and how sites/premises are assured as being accessible for disabled learners (as required by the Code (Outcome 3
	

	· evidence that the new site will comply with the statutory requirements relating to its use. This evidence must include relevant policies and procedures, a health and safety check of the site, confirmation from the relevant authority that the zoning is appropriate for an educational organisation, and, if applicable, the Building Warrant of Fitness
	

	· evidence that the PTE has or will have a right to occupy or use the premises or other teaching and administration sites before instruction commences i.e. a copy of the lease or tenure agreement OR a copy of the ownership papers
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	Section 346(1)(f)(i)-(ii) of the Act
NZQA must be satisfied that the PTE: 
• in the case of an establishment that is already operational, has acceptable financial management practices and performance (for example, is able to pay its staff, taxes, and creditors); and 
• in the case of an establishment that is not yet operational, is likely to have acceptable financial management practices and performance (for example, is likely to be able to pay its staff, taxes, and creditors).



In the Business Plan include sections on:
· Decision-making, 
· Financial delegations, and 
· Financial controls 
· [bookmark: _Toc193373033]Financial risk identification and management 
· Information about how the PTE will meet the Student Fee Protection Rules

A Three-year financial forecast that includes explanations and assumptions (Please provide this as a spreadsheet in an electronic format with sufficient assumptions to back up statements in the Business Plan)
Supporting evidence should include an annual report and full financial statements if the PTE is already operational.
Please note that this section is evaluated in conjunction with the NZQA Risk team.

	Checklist
	Document and page reference in the Business Plan, QMS or supporting documents

	Researched, proven demand for the proposed delivery
	

	Risk mitigation policies and strategies included eg business continuity information and financial expertise
	

	A three-year financial forecast with clear explanations of the assumptions and basis for the statement of financial position.
Include or refer to as applicable:
Student numbers and fees
Marketing costs 
External funding 
Staff salaries
NZQA costs (annual fees, validation, planned approvals)
Overheads for facilities, rent, utility services, software licences etc. (Forecast increases overheads with increase in learner numbers.)
	(Excel spreadsheet required)

	If the PTE is already operational 
The most recent Annual Report and a full set of financial statements, including, as appropriate, its
· annual operating budget
· statement of financial position
· financial performance and cash-flows
· forecasts for both the existing organisation and the new organisation that incorporates the PTE.
	

	If the PTE is getting outside funding, a statement from a funding body
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In the Business Plan include a section that states how the PTE will provide information to students 

	Checklist
	Document and page reference in the Business Plan, QMS or supporting documents

	How the PTE will provide information to students.  
	

	Refer to as required:
	

	· Assessment and appeals
· Complaints
· Draft web pages
· Enrolment and fee information 
· Enrolment form/contract
· Health and safety
· Issuing student results / academic records 
· Programme Flyers/Brochures
· Student Handbook
· Student support services
· Training agreements
· Withdrawal and refunds
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The Quality Management System (QMS) is a key foundation document. 

It needs to apply to all aspects of the business and is in the format of Policies and Procedures that are regularly reviewed and updated.
It should describe and inform how the PTE will operate and meet the NZQA requirements and all other relevant regulatory requirements.
There are specific policies that the QMS must include and generally there are other policies specific to the PTE.
If consent to assess is part of the proposed education, the CMR for the standards must be covered in the QMS.

The Quality Management System (QMS) 

QMS document title:
	



	QMS policies and procedures
	QMS section/s and page reference

	development and implementation of the QMS
	

	organisational self-review
	

	enrolment procedures (see section 10 below for details) 
	

	decision-making, financial delegations and financial controls
	

	personnel recruitment, management and professional development
	

	Information management, including for: 
(i)	enrolling students: 
(ii)	student records (enrolment and academic):  
(iii)	up to date and accurate information to prospective students: 
(iv)	keeping public information up to date: 
(v)	providing information to government agencies, such as financial, statistical, and other relevant information
	

	management of risks, including without limitation health and safety risks
	

	maintaining academic integrity
	

	programme and micro-credential management, including development, review, resources, and provision of programmes and micro-credentials for which the provider has accreditation
	

	assessment and moderation
	

	fair and equitable management of student complaints, student discipline and appeals
	

	meeting the relevant requirements of the Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021
	

	Reporting results to NZQA
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Section 346(1)(h)(i)-(iii) of the Act 
Section 354(a)-(c) of the Act 

	Information that must be made available to prospective students
	Document and page reference in the Business Plan, QMS and/or other supporting documents

	the total fees for each programme or micro-credential, including fees for class or lecture materials, any NZQA external examination fees, books, special clothing, safety equipment, tools, and any other items that are or may be provided to students enrolled for that programme or micro-credential, and including any student association membership fees
	

	the class or lecture materials, books, any external examination timetables, special clothing, safety equipment, tools, and other items that are or may be required by the PTE to be bought or provided by students enrolled for each programme or micro-credential.
	

	the total costs and other financial commitments associated with the programme or micro-credential 
	

	the cost of fees for student services provided by the PTE
	

	any material conflicts of interest of any of the governing members of the PTE and any interests the member has in organisations in the education or immigration sector that provide goods or services to tertiary students
	

	his or her entitlements under sections 357 (domestic students) and 529 of the Act (international students), in the event that the student withdraws from a programme or micro-credential
	

	Compliance with the Student Fee Protection Rules.
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	International Students
Sections 531A(1)(b) or (c) and 535A(3)(a) of the Act 
If the PTE intends to enrol international students, it must become a signatory to the Education 
All providers that enrol international students, including PTEs, must pay the Export Education Levy (the Levy). 
Information about the Levy is on the Ministry of Education website.

Domestic Tertiary Learners
Section 534 of the Act 
The purpose of the Code is to support the Government’s objectives for the education of domestic tertiary students by 
- requiring providers to take all reasonable steps to maintain the well-being of domestic tertiary students; and 
- ensuring, so far as is possible, that domestic tertiary students have a positive experience that supports their educational achievement.



	
	Document and page 

	Please provide the Business Plan document title and page reference for information on The Code requirements.
	

	Please provide the QMS document title and page references to the table that identifies the policies and procedures related to meeting The Code requirements.  
	



Domestic Learners
See NZQA Code Guidance for Tertiary Providers, Outcomes 1-4, for further details. ‘

Complete the following table, referring to a section of the QMS, Business Plan, Strategic Plan, Student information, Enrolment information or other supporting document in the application. 

	Outcome
	Process
	Organisation’s practices that cover the Outcome:

	Outcome 1: A learner wellbeing and safety system
	Process 1: Strategic goals and strategic plans
	

	
	Process 2: Self-review of learner wellbeing and safety practices
	

	
	Process 3: Publication requirements
	

	
	Process 4: Responsive wellbeing and safety systems
	

	Outcome 2: Learner voice
	Process 1: Learner voice
	

	
	Process 2: Learner complaints
	

	
	Process 3: Compliance with the Dispute Resolution Scheme
	

	Outcome 3: Safe, inclusive, supportive and accessible physical and digital learning environments
	Process 1: Safe and inclusive communities
	

	
	Process 2: Supporting learner participation and engagement
	

	
	Process 3: Physical and digital spaces and facilities
	

	Outcome 4: Learners are safe and well
	Process 1: Information for learners about assistance to meet their basic needs
	

	
	Process 2: Promoting physical and mental health awareness
	

	
	Process 3: Proactive monitoring and responsive wellbeing and safety practices
	


If the PTE is intending to have student accommodation, the policies and procedures must also cover the organisational practices that will meet Outcomes 5-7 of the Code. 

The Code of Practice applies to all Tertiary Providers and PTEs must meet the regulatory requirements.  For information on the code The Tertiary and International Learners Code of Practice - NZQA
If the PTE is intending to enrol International Learners the PTE must apply to become a signatory to The Code Becoming a signatory to the Code - NZQA
Please note that applying to be a signatory to The Code is a separate application and not formally assessed as part of the PTE Registration.
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	[bookmark: _Toc193373032]In the section on Financial Management Practices and Performance in the Business Plan, include a statement on how the PTE will meet the Student Fee Protection Rules.
Student Fee Protection Rules - NZQA
Arrangements for Student Fee Protection
The initial refund period can be covered by either a standard trust or static trust account.
After this period, PTEs can use several options. These options are detailed in Appendix B of the Student Fee Protection Rules and include:
· Mechanism 1 – Standard or Static trust account
· Mechanism 2 – Bank bonds
· Mechanism 3 – Deferred payment
see
Appendix B: Student Fee Protection Mechanism Options for Providers and Agents, and detailed criteria

These arrangements must be approved by NZQA before they can be used.



	Identify the mechanism for Student Fee Protection and complete Appendix A Student Fee Protection (SFP) Notification.

Appendix A Completed        Yes/No
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Appendix A:  Student Fee Protection (SFP) Notification
[bookmark: _Hlk505589467]The Student Fee Protection Rules require all payments made to a PTE by, or on behalf of, a student to be protected by an NZQA-approved arrangement. 
The Student Funds Trust Deposit Exemption Rules specify when a PTE is exempt from this requirement.
This notification must be signed by the Chief Executive or chair of the governing body. 
	PTE name:
	

	PTE MoE number:
	


I declare that I have read the Student Fee Protection Rules and the Student Funds Trust Deposit Exemption Rules. 
I also declare that the above-named PTE is in the following situation (tick one):
	
	
	All of its course fees are $1000 or less (including GST) and the PTE is therefore exempt from requiring an SFP mechanism.

	
	
	

	

	
	There are no student fees (all courses are free, fully funded by government, or fully funded through business to business contractual arrangements).

	
	
	

	
	
	An NZQA-approved SFP mechanism is already in place (please specify):

Type of Arrangement: ____________________________________________

	


	
	
Name of Trustee: _______________________________________________

	
	
	

	
	
	I am applying for approval of the following SFP mechanism:

Type of Arrangement: ____________________________________________

	
	
	
Name of Trustee: _______________________________________________

(Please attach all relevant documentation.)

	
	
	

	
	
	Other (please specify):___________________________________________
 



	Signed by Chief Executive / Chair of Governing Body

	Name:


Position held at PTE: 

Signature:                                                                             Date:
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