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Korero Nui - Important Information

Programme Handbook

We recommend that you read your student Information handbook in
conjunction with the Programme Handbook (also available on MyAra) which has
more detailed information about the structure of your courses and the academic
rules that apply.

Attendance

Experience has shown that if you attend regularly and participate in the class
activities and assessments you are more likely to succeed. Full attendance and
commitment are encouraged. You are expected to be punctual and must comply
with the various behaviour and safety requirements of classrooms, workshops
and labs.

For an International student satisfactory progress is defined as 100% attendance
and successful completion of 75% or more of your courses.

If you do not attend or engage, Ara will contact you.

Artificial Intelligence (Al) Tools

When submitting work for assessment, you must adhere to Ara’s Assessment
and Academic Misconduct policies and not present Al such as ChatGPT as your
own work. Learning Services have resources to help you learn to paraphrase or
reference another person’s work to avoid academic misconduct.

For more detail please read your Programme Handbook.

Smoke and Vape free Campuses

Ara is a smoke-and vape free environment for everyone who works, studies,
visits, or has business at Ara campuses at any time.

Smoking and vaping is prohibited in:

e all buildings or parts of buildings
e onall Ara land holdings and perimeters including all car parks, green spaces,
and external eating areas
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You can download the policy from CPP505 Smokefree Ara.pdf

Drugs and Alcohol

In line with the expectations of many workplaces, Ara has procedures to ensure
the health and safety of all students, staff and visitors, while undertaking Ara
activities.

Ara has zero tolerance for the misuse or abuse of alcohol and/or
illegal/controlled drugs, possession and/or use of illegal/controlled
drugs/substances, or intoxication on all campuses/learning sites.

Many learning activities involve high-risk situations where clear thinking,
decision-making, and machinery operation need to be conducted safely. These
activities cannot be compromised.

You can download the policy from CPP506 Drugs & Alcohol Policy
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Te Whakarite - Getting Set Up

MyAra

MyAra is the central hub for your studies at Ara. You can access MyAra through
the website or the MyAra app, available from the App Store or Google Play.

Check MyAra regularly for important information about your study. Start by
checking your student email, timetable and Moodle access.

Getting your Ara ID Card

The Ara ID card is your formal student ID and library card. It can be used for
photocopying, printing, security access and for student discounts. Keep your Ara
ID card on you at all times, as access to buildings will be restricted without your
ID.

You can use your card to borrow items from the library once your course starts.
It can also give you general after hours' access, i.e. computer suites, bike lock-up.

Your Ara ID card can be issued by giving your ID number (from your invoice) to:

Note: You may need to get a new ID card issued for each new programme

that you enrol in.

COLLECTION POINTS

City Campus Security Office in the Atrium of the Rakaia Centre,
opposite the main Library entrance, beside the lifts

Security Office in the Atrium of the Rakaia Centre,

Manawa Campus . T ' .
opposite the main Library entrance, beside the lifts

Security Office, located by the library in the

Woolston Campus , =
Student Services Building

Timaru Campus Student Central, Ground Floor, TA Block
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To ake taputapu - BYOD (Bring Your Own Device)

There are a number of computer suites available across Ara campus sites for
both classroom and individual use. In addition, Ara strongly encourages you to
bring any personal wi-fi capable device on campus to connect to our network.

Wataka - Timetable

It is important that you check your timetable prior to the commencement of
your classes. This can be done through any of the following links:

. MyAra: On the website MyAra or the MyAra app, select the Calendar and
Timetable tile.

. Student Portal: Available via the Student Portal tile on MyAra, or this link
to your Student Portal: Student Portal - Learner Timetable

If any changes, which may have been made to your timetable, create problems
for you, or you find you have a timetable clash, please contact the Programme
Leader or administrator to discuss this.

Tanga waka - Parking

There are a few simple things to know and do so you have the best experience
using our Ara car parking:

« Disability car parking is available to mobility card holders.

« We cannot guarantee the security of your vehicle or its contents; please take
valuables with you.

o Park considerately and only in allocated spaces

« Keep to the speed limit and look out for pedestrians.

City Campus

o We use Pay by Plate machines; enter your registration number then pay by
app, card, online or in cash.

« Non-payment of parking fees will result in a fee. Your vehicle may be towed
for repeated non-payment or dangerous parking.

e Thisis a non-smoking area.

o Parks may be used in the evenings and at weekends to support stadium
events and a different rate will apply to parking fees.
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« If you have parking queries, contact Ara Facilities; if you have enforcement
queries, contact Admin@stellar.org.nz or 09 8011106

Woolston Campus

At the Woolston campus there is limited free parking off Sullivan Ave and Ensors
Road.

Timaru Campus

In Timaru, carparks are on the street or in the car park on Arthur Street next to
North Haven Child Care Centre.
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Ka whakapataka - Contact Details

Key Support Services

You can also contact us on our free phone number 0800 24 24 76. The last four
digits of a direct dial number is usually the extension number if you are asked
for that.

Location Room Phone Email

Admissions and Enrolments

Note: you are welcome to visit any campus that is convenient for assistance

City Campus & Information, 0800242476 enrolmentsupport@ara.ac.nz
Manawa Admissions
Campus and

Enrolment.

Rakaia Centre

Woolston Student 940 6010 enrolmentsupport@ara.ac.nz
Campus Services

Building
Timaru Student (03)687 1916  enrolmentsupport@ara.ac.nz
Campus Central, TA

Block
Results
All campuses  A121 940 8283 results@ara.ac.nz

Student Finance

City Campus X110 940 8100 studentfinance@ara.ac.nz
Woolston Student 940 8476 studentfinance@ara.ac.nz
Campus Services

Building
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Timaru Student
Campus Central, TA
Block

studentfinance@ara.ac.nz

Scholarships

All campuses

scholarships@ara.ac.nz

Student Advisors

All campuses

learnersupport@ara.ac.nz

International Student Advisors

City Campus Taunaki
Akonga

Student
Advisory
Service

X104/X108

intadvisors@ara.ac.nz

Manawa Ground floor
Campus behind
reception

Thursday onl
( y only) desk

intadvisors@ara.ac.nz

Timaru Student
Campus Central, TA
Block

aratimarucampus@ara.ac.nz

Transitions, Pathways, Careers Support

Taunaki
Akonga
All campuses  Student
Advisory
Service

careers@ara.ac.nz
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Student Voice

All campuses studentvoice@ara.ac.nz

Complaints Co-ordinator

All campuses G210 940 6084 complaints@ara.ac.nz

Page | 11


mailto:studentvoice@ara.ac.nz
mailto:complaints@ara.ac.nz

Student Advisors

As a student, you will benefit from a comprehensive range of services, facilities,
and support networks specifically designed to help you achieve a smooth and
successful transition into tertiary education. Our dedicated student advisor team
is committed to supporting you at every stage of your academic journey. They
will work closely with you as you advance through your chosen programme of
study, ensuring that you have the guidance and resources you need to thrive.

City Campus - International, Migrant, Refugee Support

Millan Gurang

Kaitaunaki Student Advisor - International, Migrant,
Refugee Background

Work Hours: Monday - Friday 8.00am - 4.00pm

Email: Millan.Gurung@ara.ac.nz

Poppy Yan

Kaitaunaki Student Advisor - International
Work Hours: Monday - Friday 8.00am - 4.00pm

Email: Poppy.Yan@ara.ac.nz

Katie Marr
Kaitaunaki Student Advisor - International
Work Hours: Monday - Friday 8.00am - 4.30pm

Email: Katie.Marr@ara.ac.nz
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Manna Yu

Kaitaunaki Student Advisor - International, Migrant
Work Hours: Monday and Thursday, 9:30am - 4.00pm

Email: Manna.Yu@ara.ac.nz

Yoshiko Lowry

Kaitaunaki Student Advisor - International

Work Hours: Monday - Friday, 8:00am - 4.00pm

Email: Yoshiko.Lowry@ara.ac.nz

City Campus - Student Advisors

Janaya Mata

Kaitaunaki Student Advisor - Youth
Work Hours: Monday - Friday 8.00am - 4.00pm
Email: Janaya.Mata@ara.ac.nz

Amerihana Mulitalo

Kaitaunaki Student Advisor - Pacific
Work Hours: Monday - Friday 8.30am - 4.30pm

Email: Amerihana.Mulitalo@ara.ac.nz

Eden Scott

Kaitaunaki Student Advisor - Maori
Work Hours: Monday - Friday 8.30am - 4.30pm
Email: Eden.Scott@ara.ac.nz
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Ocean Edwards -Ford

Kaitaunaki Student Advisor - Maori
Work Hours: Monday - Friday 8.30am - 4.30pm
Email: Ocean.Edwards-Ford@ara.ac.nz

Poharama Nopera

Kaitaunaki Student Advisor - Maori
Work Hours: Monday - Friday 8.30am - 4.30pm

Email: Poharama.Nopera@ara.ac.nz

Transition, Pathways, Careers Support

Jack Duncan

Student Advisor - Transition & Pathways
Work Hours: Monday - Friday, 8.30am - 4.30pm

Email: careers@ara.ac.nz
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Woolston Campus - Student Advisors

Erana Tairoa

Kaitaunaki Student Advisor - Maori
Work Hours: Monday - Friday 8.00am - 4.00pm

Email: Erana Tairoa@ara.ac.nz

La Kidwell

Kaitaunaki Student Advisor - Youth
Work Hours: Monday - Friday 8.00am - 4.00pm

Email: La.Kidwell@ara.ac.nz

Foga Tuilaepa

Kaitaunaki Student Advisor - Pacific
Work Hours: Monday - Friday 8.30am - 4.30pm
Email: Foga.Tuilaepa@ara.ac.nz

Nathan Luxon

Kaitaunaki Student Advisor - Youth
Work Hours: Monday - Friday 8.30am - 4.30pm

Email: Nathan.Luxon@ara.ac.nz
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Timaru Campus - Student Advisors

Jackie Barratt

Kaitaunaki Student Advisor
Work Hours: Monday - Friday 8.00am - 4.30pm
Email: Jackie.Barratt@ara.ac.nz

Linda (Lindy) Mclellan

Kaitaunaki Student Advisor
Work Hours: Monday - Friday, 8.00am - 4.30pm
Email: Linda.Mclellan@ara.ac.nz
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Ka Taunakitaka Mou - Support for You

Education (Pastoral Care of Tertiary and
International Learners) Code of Practice

Note: Please refer to the Code of Practice for detailed information

The Code sets out the expectations that tertiary education organisations need to
consider how their overall systems and resources support students’ wellbeing
and safety. Tertiary providers will build and maintain strong relationships with
students and their interested stakeholders to identify and define the issues that
are important for their communities and develop appropriate strategic goals,
plans and practices around them

Code Administrator

NZQA is responsible for monitoring and investigating tertiary education
providers like Ara to ensure that we are both following the Code of Practice and
taking steps to improve our performance.

Quick Reference — Where to Find Help if You Have
Feedback or Want to Raise an Issue

Support Area Details People Links

Faculty Staff Thisteamare Tutor
your first port of | Programme Leader
call for issues Programme
impacting your Manager
ability to study Portfolio Manager

Student Reps Studentreps are | Student Voice Student Voice
invited to attend | Posters of your
student rep student reps are
meetings within | displayed in your
your faculty faculty

where they can
raise issues on
your behalf
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Student
Services

Independent
Student
Advocate

Complaints
Process

SafePlace

Important
Policies

Ara offers a wide
range of student
services

Student Advisors
Health Centre
Student Voice

Student Support

Student
Advocacy is
available to
assist you if you
are facing
difficulties within
or beyond Ara
that could affect

Duncan Dunbar

027 273 6246
Duncan.Dunbar@
dara.ac.nz

X106 (Rakaia Centre)

Student Advocacy

your study
Ara has a Complaints Co- CPP117-Raising-
process to ordinator problems-or-

support you and
respond if you
have a concern
or complaint
about a course,
tutor, or another
aspect of your
programme

complaints
CPP117a-Raising-

problems-or-
complaints-form

SafePlace is the
tool we use to
report risks,
accidents and
other incidents

Safety & Wellbeing
Co-ordinator
Safety & Wellbeing
Business Partner

SafePlace FAQ for
Learners

All Ara
Corporate and
Academic
Policies can be
found at

Ara Policy
Library

Student Rights and
Responsibilities
Addressing Bullying,

Harassment and
Discrimination
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Accessibility

Ara is an inclusive learning environment where you are accepted and valued,
respected and able to connect with social and cultural networks that are safe
and supportive.

Where you may need it, Ara provides support to enable you to access your
learning by assisting you to remove barriers you may face. You can access
support through Disability Services. Our aim is to provide advice and support to
enable you to access life at Ara on an equitable basis with your non-disabled
peers.

Ara provides accessible learning environments where you can connect with
others, build relationships, support each other, and welcome your friends,
families, and whanau.

For more information about our Disability Services more information is
available at Disability Services

Financial Assistance

If you are struggling to continue with your study due to unforeseen financial
issues you may be able to apply for assistance. Visit us in Taunaki Akonga -
Student Advisory Services or contact us using learnersupport@ara.ac.nz to
discuss your situation and find out what you could be eligible for.

As an enrolled Ara student if you face unexpected hardship, there are several
funds you can apply to which are designed to enable you to continue your
current study, like the:

e Emergency Assistance
e Ara Financial Hardship Assistance

Also check to make sure you have applied for your full StudyLink entitlement
and any scholarships at Ara Scholarships

For more information about financial assistance or budgeting, see Financial
assistance

Financial Support Between Study Periods

If you have a break three weeks or longer between study, and you are not
working to support yourself during this time, you may be eligible to apply for
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Jobseeker Support Student Hardship assistance. More information is available
at Jobseeker Support Student Hardship - StudyLink

How to notify Ara of a problem or make a complaint

You may have a concern or complaint about a course, tutor, or another aspect of
your programme. Ara will work with you to effectively respond to and process
your complaints (including appropriate engagement with support people) and
inform you on how the complaint will be handled and how it is progressing.

To make a complaint, contact the Manager, or the Dean. They will advise you
about what to do next, the Ara policy and complaints process Complaints, as
well as the education quality assurance agency complaints process, the code
administrator's complaints process, and the Student Dispute Resolution Scheme
(financial or contractual disputes for international students only).

Assistance is also available from the Student Advocate and the Complaints Co-
ordinator.

For more information about how to make a complaint, see CPP117 Raising
Problems or Complaints You can download the form from CPP117a-Raising-
problems-or-complaints-form

Student Voice

Ara is committed to understanding and responding to diverse student voices
and wellbeing and safety needs.

Within Ara, the student voice is a powerful tool to create change and you will
have the opportunity to tell us what you think about your academic and social
experience by providing feedback using:

e Student class representatives
e Comment boxes

e Online feedback tools

e Focus groups

e Face-to-face testimonials

e Student Council

Everyone at Ara is seeking positive change to better support student success and
wellbeing and we need your input to make that happen.
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For more information, please contact the Student Voice Co-ordinator using
studentvoice@ara.ac.nz

Recognition and response to discrimination, racism,
bullying and harassment (including sexual
harassment)

Ara is committed to ensuring you are treated with respect and dignity in all of
your dealings with us and does not condone any form of harassment or
unacceptable conduct. If you are experiencing any form of behaviour that is
unwanted, please let us know as soon as possible.

For more information about the available procedures to get resolution, see
CPP117 Raising Problems or Complaints You can download the form from
CPP117a-Raising-problems-or-complaints-form

How to Change Your Contact Details

You are required to ensure that Ara has your current contact details. This is
because important information is sent out during the year.

If you need to change your email, cell phone or postal address details at any
time this should be done via the Student Portal MyAra or Student Portal Login

How to Change Your Enrolment

If you wish to add, withdraw or change your programme of study, the first step is
to talk with the tutor or Programme Leader, or the Administrator who can offer
advice and assistance.

All requests for course amendments or withdrawals must be made in writing
preferably on an official Enrolment Amendment form that can be obtained from
the Admissions and Results team or your Administrator. All requests for course
amendments and withdrawals are subject to the Terms and Conditions of
Enrolment.

Note: You can also send an email to your faculty (or

intladmissions@ara.ac.nz for international students) and say which course
you are withdrawing from.
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Please note that changing your enrolment may affect loans and/or allowances
paid by StudyLink, or eligibility for a Student Visa to study in New Zealand. This
is also the case if you decide to withdraw from the entire programme, so no
matter what the reason, we strongly recommend that you discuss any changes
to your enrolments with staff.

Please see your enrolment paperwork or Programme Handbook for information
about dates for withdrawal without financial implications or implication for your
academic record.

Privacy Guidelines

Under the Privacy Act (2020) Ara staff are unable to confirm, deny or divulge an
individual's presence on campus or whereabouts. We would advise friends and
family to contact you on your cell phone or at home. We can only share
information related to your enrolment with your express (usually written)
permission.
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Ka tika me ka kaweka o te tauira - Learner

Responsibilities & Rights

Learner Responsibilities and Rights

The Ara community consists of a diverse range of people and cultures, and we
respect all members of our community. Our aim is to have a community where
learners respect themselves and others, a community where healthy social
interactions and academic pursuits are expected. To create and maintain the
best possible teaching and learning environment, you are protected by basic
rights and are expected to respect the rights and responsibilities of others.

Useful Contacts:
Independent Student Advocate: Duncan Dunbar.

Email: duncan.dunbar@ara.ac.nz | Mobile: 027 273 6246

Student Voice Co-ordinator:
Email:; studentvoice@ara.ac.nz

Your Responsibilities as a Learner

As a learner here, Ara expects you to:

Behave safely
« Take care when using equipment and facilities.

«  Wear suitable clothing.

+ Follow health and safety guidelines and instructions.

« Not endanger yourself or others.

« Follow relevant professional guidelines.

« Ensure you are not intoxicated or under the influence of drugs on Ara
premises or when involved in Ara related activities both formal and informal,
with your programme, field trips, internships etc.

Respect others

« Be sensitive to personal, social, and cultural differences.

« Respect the needs, rights, and freedoms of others.

« Help to uphold the integrity of Ara qualifications by discouraging/reporting
dishonest practices.

Observe Ara rules
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Behave appropriately for a tertiary education environment.

Genuinely attempt to meet all course requirements including financial
obligations.

Comply with visa requirements.

Be honest when completing assignments/other assessments.

Comply with requirements of programme handbooks.

Follow Ara policies and regulations (refer: https://www.ara.ac.nz/about-
us/policies).

Your Rights as a Learner

Ara will protect your right to fairness. You have a right to:

Fairness

Open and accurate information.

Fair evaluation and assessment.

Have any problems handled as quickly as is practical and consistent with
‘natural justice’.

Personal privacy.

Support, representation, and advocacy.

Ara Respects your right to:

Academic freedom, defined as ‘freedom, within the law, to question and test
received wisdom, to put forward new ideas and to state controversial or
unpopular opinions.’ (Education and Training Act 2020)

Freedom from any form of harassment, bullying, or unjust discrimination.
Respect for personal, social, and cultural differences.

Representation in the development, implementation, and review of policies.

Ara will protect your right to Standards:

Study programmes that meet internal and external standards for approval
and registration.

To have competent and effective teachers.

Appropriate support services delivered in a professional manner.

Facilities and resources that meet or exceed Health & Safety legislation.

Concerns / Complaints:

Your rights will be upheld by Ara management. If you think they have been
infringed, in the first instance please contact your course tutor. If it is not
appropriate to contact your tutor regarding your complaint, or the matter has
not been resolved, please contact your Dean/Programme Manager or Student
Advocate and/or the Student Life Team
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Unacceptable Behaviour for Learners, or Visitors at
Ara

The following are examples of behaviour which are not acceptable for anyone
(learners, or visitors), at Ara or involved in Ara related activities:

« Breaking any NZ law (e.g., assault, theft).

« Any form of cheating (including plagiarism and other dishonest practices).

« Misuse of technology, software, hardware, or communication systems
provided by Ara (refer Ara Code of Conduct for ICT Users in particular).

« Any form of harassment, bullying, or unjust discrimination including social
media.

« Unacceptable sexual behaviour (e.g., sexual harassment, accessing
pornography/other restricted material).

« Misuse of alcohol, drugs or other substances affecting behaviour, health, or
safety.

« Smoking (including vaping) on Ara campuses. (Ara is a smoke free campus).

« Violence or threats of violence.

« Vandalism or other abuse of facilities and buildings.

« Disruptive behaviour in class (e.g., arriving late, use of any electronic device,
interfering with the learning of other individuals).

« Inductions (informal) are not permitted at Otautahi House or on other Ara
premises and are strongly and expressly discouraged by Ara.

« The above is not an exhaustive list of unacceptable behaviours. Where
appropriate, Ara reserves the right to contact or report to external
authorities.

Academic staff have the responsibility to maintain a safe and effective learning
environment.

They may ask you to leave the class if your behaviour indicates limited ability to
be safe, disturbance to others learning, or puts others at risk.

Ara takes this code of conduct seriously. Your marks, reports, and references
may include an assessment of your behaviour, as well as your educational
achievement. Serious infringement may lead to probation, suspension, or
cancellation of a current enrolment and/or refusal of a future enrolment (see
relevant policies). This may be referred to an appropriate external authority e.g.,
NZ Police
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Learner Behaviour in class / classroom

Be respectful of other learners and the classroom environment, following
classroom specific rules and requirements. To avoid any distractions, you must
ensure any electronic device you have on you/with you is diverted, not set to
ring, or switched off. Both staff and students have a responsibility to ensure this
happens

Use of Artificial Intelligence (Al) Tools

Generative Artificial Intelligence (Al) services such as ChatGPT can be used for
learning. When submitting work for assessment, you must adhere to Ara’s
Assessment and Academic Misconduct policies. In relation to Al, this means;

- you must not present any output from any Al services as your own work
in your assessment.

- you must use your own words.

- if you paraphrase or quote from a source such as a textbook, website and
Al service, you must reference correctly

If you submit an assessment using content copied directly from an Al service
without acknowledgement, it is a form of academic misconduct.

Dress code

There is no written dress code, but you are expected to attend classes dressed in
a way which is generally acceptable. However, you're expected to be "dressed
for the occasion" when going on a site visit or undertaking a Cooperative
Education Project. You may be prevented from going on site visits if the staff
member is of the opinion that you're not dressed for the occasion. In specific
courses, a "dress code" and standard is required. These will be detailed in the
Programme Handbook and Course Outline.
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Te whakamahi rorohiko me te ipuraki o Ara -

Using Ara Computers and the Internet

For more information on your ICT accounts at Ara, visit this webpage:
https://www.ara.ac.nz/keyinfo

Using Ara Computers

There are many computers around Ara for learner use. Itis free to use Ara
email, the intranet, and internet, but your use is monitored. If you have any
problems, please contact the ICT Service Desk (contact details on page 33).
After-hours access to a variety of computer labs is possible using your Ara ID
card as swipe access at the door, which can be encoded by Security.

Your network login is the key to getting you started on your journey at Ara. It will
be activated 21 days before the start of your first course. Your login details will
be emailed to the email address you specified on your enrolment form. It will
look something like this:

Username: abc123

Password: A link will be provided to the self-service password reset page to
create your password. You will need access to both your personal email and the
cell phone you specified on your enrolment form to change your password to
something new. You can log in for the first time from any of these places:

e A campus computer

e Moodle (use your student email address e.g., abc123@arastudent.ac.nz)

e MyAra (use your student email address e.g., abc123@arastudent.ac.nz)

e outlook.com (use your student email address e.g.,
abc123@arastudent.ac.nz)

Please note: Your Student Portal login is different from your network login.

If your cell phone number or personal email address has changed, you'll need to
update your details in your Student Portal, under the My Details section: Student
Portal - My Details. After about half an hour the change will sync across to your
network login.
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Visiting the MyAra website

MyAra is the central hub for your studies at Ara. You can access MyAra through
the website or the MyAra app, available from the App Store or Google Play.

Check MyAra regularly for important information about your study. Start by
checking your student email, timetable and Moodle access.

Using your Learner Email Account

As an Ara student you get a free email account. It will be used to communicate
with you while you are a student. You can access this anywhere, anytime. Your
email address is your network username (which is alphanumeric, i.e., abc123)
followed by @arastudent.ac.nz, for example: username@arastudent.ac.nz

Click on the Mail tile on MyAra to access your email or access your student email
on your own device.

Note: We recommend you forward your student email messages to your
personal email account. You can set this up by signing into Outlook on the
web with your student email and password. Open Settings > Mail >

Forwarding. Select ‘Enable Forwarding’, enter your personal email
address and tick the box to keep a copy of forwarded messages in your
student email inbox. We do not want you to be disadvantaged in any way if
you do not read emails sent to your student email address.

Using the Student Portal

The Ara Student Portal is the place where you will find all your student related
information including your enrolments, timetable and academic results. You can
also update your address and contact details when they change. To access the
portal, click on Student Portal in MyAra or go to this link: Student Portal

Your Student Portal account is a separate account than your network login. Your
username is emailed to you when you first apply to study with Ara, and is usually
your first name, then a full stop, then your family name e.g. Joe.Bloggs.
Alternatively, you can also use your personal email address to sign in. Click on
Forgot password and enter your birth date in this format: DD/MM/YYYY e.g.
01/07/1996. You will receive an email (to the address you gave when you
enrolled) with your password. Enter the password and click Login. You can

Page | 29


https://myara.ara.ac.nz/
https://myara.ara.ac.nz/
http://campus.cpit.ac.nz/
https://myara.ara.ac.nz/
https://ebsportal.ara.ac.nz/
https://outlook.com/ara.ac.nz
https://outlook.com/ara.ac.nz

change your password by selecting your profile icon on the top right of the
webpage, then selecting Change Password.

Using Moodle

You can use Moodle to find information about your classes, submit assessments
electronically, and view resources your tutor has uploaded. For more
information about using Moodle, contact your tutor.

How to log in

Use the steps below to log into Moodle:

1. To access Moodle, click on Moodle on Courses & Moodle in MyAra or use
the following link: Ara Moodle: Log in to the site
2. When prompted to login, which you can do 21 days prior to your courses

starting, use your Ara student email and password. If you have any issues
logging in you can contact the ICT Service Desk.

Please note: Access to your Moodle courses for studying will only be available a
maximum of 14 days before a course's start date and no earlier. However, some
tutors will only make the course available on the first day of a course.

Once logged in you should see a menu containing links to the courses you are
currently enrolled in. If any courses are missing this could be because your tutor
has not yet granted access to the page, in this case ask your tutor when you go
to your first class, alternatively it may mean your enrolment is still being
processed.
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Wi-Fi Access

Free wi-fi is freely available for students and staff using your everyday Ara
username and password. Connecting is usually as simple as connecting to wi-fi
at home.

The Wi-Fi is called ARA-WIFI and you use your Ara network username and
password to connect.

Windows PCs, MacBooks, and iPhones only require you to enter your username
and password, then select Connect.

Android phones require additional Wi-Fi settings to be configured as shown
below. Under certificates, select either:

e Trust On First Use (TOFU)
e Or‘Use System Certificates’, and under ‘Domain’ put ara.ac.nz (as below)

ARA-WIFI

MSCHAPY2

Use system certificates

ara.ac.nz

itsasecret

CANCEL CONMNECT
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Microsoft Office 365

What s it?

A set of popular Microsoft productivity tools provided to you free of charge for
the duration of your studies. Saving you over $100 worth of software!

What can | get from Office 365?

Office Suite Download the latest version of Microsoft Office
(PC, Mac or Mobile) on up to five of your personal
devices for free.

You can also use Office 365 products online - login
to MyAra and click the M365 tile. You can also
download and install Office 365 from here.

Outlook Online Your student email account, receive notifications
from Moodle and important messages from Ara.

OneDrive for Business  Store your work (up to 100Gb) in the cloud, share it
with your classmates and collaborate online -
anywhere, anytime.

How do | Access it?

Access via your student email using the Mail tile at MyAra - or go direct to
https://outlook.com/arastudent.ac.nz

Login using your student email address - e.g. abc123@arastudent.ac.nz and
your everyday Computer/Moodle password.

For more information visit MyAra where more information about ICT Services
can be found under Personal Support/ICT Service Desk.

Code of Conduct for ICT Users

Ara has a Code of Conduct that provides guidance on the proper and allowance
use of the Ara ICT resources.

For details on regulations regarding access to computers please read the Ara
Code of Conduct for ICT Users which is available with other policy documents on
the Ara website. Use the computers, intranet and internet responsibly.
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Contacting the Service Desk

Report any computer or printer problems immediately to the ICT Service Desk.
If the problem is significant, tell a tutor about it. Each computer suite on campus
has a telephone hotline to the ICT Service Desk.

Contact details

Phone 940 8800 (or extension 8800) or 0800 24 24 76
Email ICTServiceDesk@ara.ac.nz

Self Service techassist.ara.ac.nz

Visit T Block (City Campus) or

TL Block (Timaru Campus)

Hours Monday - Thursday: 8:00am to 5:00pm

Friday: 8:00 am to 4:30 pm (with a break between 10:30am
and 12:00pm for staff meeting)

Backing up Your Work

Save your work to your Ara OneDrive to back up your work to the cloud. By
default, Ara computers save your work in your OneDrive. Access your Ara
OneDrive in your web browser by visiting this link: OneDrive - Ara

Printing Services

To print from the Ara printers or use the photocopiers, you will need to add
money to your Ara ID card. For more information visit MyAra where more
information about Print Balance can be found under ICT Services. You can also
top up at Student Finance.
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@ Top tips for cyber security

Ara

‘ Institute af Canterbury

certhz 1\

Ara rau, TAUMAT ray

Online security is becoming more important than ever. While there's no bulletproof way to prevent
a cyber attack, here are some easy tips to help you keep your personal information safe and secure.

Back up your data

§

Using an external hard drive
or acloud-based service,
copy your data to anather
separate location so you can
retrieve it if necessary.

Be cautious of free
WiFi networks

ol

[ ]
Free Wifi

[

Bea careful using free Wifi and
hot spots - they are untrusted
networks so othars could see
what you are doing.

Keep your operating
system up to date

Updates often fix vulnerabilities
that attackers can find and use
to access your system. It's an
effective way to help keep them
out.

Be smart with
social media

What you poest on social media
can give cyber criminals
infarmation that they can use
against you. Set your privacy so
only friends and family can see
your details.

Install antivirus
software

A

Free online antivirus software
can be fake. Purchase antivirus
software from a reputable
company and run it regularly.

Don't give out
personal info

i\

.

Lagitimate-looking emails are
wvery clever at trying to trick us

into giving away personal or
financial information. Stop and

check if you know who the amail

is from.

Choose unique
passwords

K%

Create uniqua passwords for
each account — that way if an
attacker gets hold of one of your
passwords, they can't get access
to all of your other accounts.

Check bank
statements regularly

Keeping an eye on your bank
statements could be the first
tip-off that someone has
accessed your accounts. Ring
your bank immediately if you
sea something suspicious.

Set up two-factor
authentication (2FA)

®

Choose to get a code sent ta
another device like your phone
when logging in online — it helps
stop hackers getting into your
accounts.

Getaregular
credit check

A\

|

()

=

An annual credit check will alert
you if someone elsa is using

your details to get loans or
credit.

Use creative
recovery answers

School?

[ Hogwarts.. |
AR

Common security answears
like your pets name or your
school can be easy for an
attacker to find out. Choose
nowvel answers that arent
necessarily real.

To report a cyber
security problem, visit
www.cert.govt.nz

Report via the ARA ICT
Service Desk

ictservicedesk@ara.ac.nz




Ka ta whare - Facilities

Safety at Ara

Our mission is to ensure you, our colleagues and visitors are always safe.

We cannot do it alone, so with your support, the knowledge you bring and the
industry knowledge you gain through learning, we embrace your contributions.

At Ara, the Health and Safety responsibilities include:

Report to your tutor, or using the SafePlace app, as soon as possible:
- all uncontrolled risks that you encounter
- accidents and other incidents which have or could have resulted in
harm
e Participate in investigations as requested
e Follow all instructions related to evacuations during fire or any emergency or
closure of Ara facilities
e Use personal protective equipment/clothing provided
e Undertake training (including inductions) provided by Ara
e Not be under the influence of drugs or alcohol
We are committed to providing a healthy and safe work environment at all its
physical locations and during any Ara activities.

Your co-operation will assist us achieve this by:

e Observing safe practices, rules and instructions
+ Observing the 10km speed limit on all Ara campuses which also applies to
bicycles, scooters and skateboards (electric or human powered). Give way to
pedestrians and be considerate to multi use pathways
e Where possible, storing bicycles in the secure lock ups provided is preferred.
o E-bikes and E-scooters - in secure lock ups (excluding S Block) or
outside
o Manual bicycles - in any secure lock ups or outside
o No electric bicycles or scooters are to be stored within Ara buildings
e Not smoking, or vaping, on Campus
e Complying with legislative requirements and good industry practice
e Under no circumstances are students or visitors to bring any real or
imitation weapons, illegal substances, or dangerous hazardous
substances onto any Ara campus.
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Note: If you are here late or at weekends, we strongly suggest that you are
not working alone - coordinate with a classmate.

If you are concerned phone Security on:

City campus: 027 540 8076
Manawa: 027 432 1909 or 03 364 0454
Woolston campus: 027 540 8076 (day) - 021 022 47618 (after-hours)
Timaru campus: 027 540 8076 (day) - 0800 347 787, option 1 (after-hours)

For more information about Health and Safety, see the Wellbeing And Safety
Policy

Every Faculty has first aid kits and staff trained in first aid. After hours and on
weekends, contact Security for first aid if faculty first aiders are not available. If
you are off site as part of your programme, your tutor will carry an appropriate
first aid kit.

SafePlace - Your Health & Safety Reporting Tool

Here’s how it works: you see something, you report it on SafePlace, someone
follows it up and the problem gets fixed. Check out our video on MyAra to get
more info and our FAQs here

Real change happens when real people get involved- so report early and often!
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Emergency Procedures

We have taken every measure to provide a safe environment for you, but it is
still important to be aware of your surroundings and know what to do in an
emergency.

Emergency flipcharts and notices outlining emergency procedures are displayed
throughout our campuses. Review the procedures in each new environment.

1t an earthquake occurs:

building damage:

If you require assistance during an evacuation, tell your tutors at the beginning
of your course.

For further details, see our Emergency Procedures in MyAra under Safety

What to do in an Emergency

1. In the event of an emergency, advise a staff member.

2. If they're not available dial 111 and wait for it to connect - don't hang up
the phone. The Operator will ask you what service you need—fire, ambulance
or police— and connect you to that service.

Give your name, the type of emergency and where you are. Consider the
nearest entrance to your location.

3. After an emergency call, you must alert Security who can assist with
other required services (e.g. defibrillators) to meeting points. Security contact
numbers:

City Campus Dial 027 540 8076 for Security
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Woolston Campus

027 540 8076 (day) | 021 022 47618 (after-
hours)

Manawa Campus

03 3640454 or 027 432 1909

Timaru Campus

027 540 8076 (day) | 0800 347 787, option 1
(after-hours)

Using Ara Facilities

Please follow the guidelines below when you use the spaces.

Keep the furniture and equipment in good condition.
If you move furniture in a classroom, return it to the previous format

before leaving.

Clean up your personal and shared workspaces.
Do not drink alcohol, smoke, or take drugs (other than those prescribed

by a medical practitioner).

Lost Property and Theft

Due to the high amount of 'traffic' using Ara buildings it is unsafe to leave
personal belongings in any unsupervised rooms. For your own security please
keep valuables with you at all times. If you find any lost property, please take or

r

eport it to:

Lost Property Collection points:

City Campus

Security Office in the Atrium of the Rakaia
Centre opposite the library entrance, beside
the lifts

Manawa Campus

Reception on the 5th floor

Woolston Campus

Welcome Desk in the Student Services Building

Timaru Campus

Student Central in TA Block
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Disclaimer:

All care and attention has been given to ensure the information in this document is accurate at the time of
publishing. Ara does not take responsibility for any loss or harm incurred as a result of reliance upon any
information which is incorrect or out of date. This document was last updated on 30 September 2026.
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Ara Manawa campus
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Dedicated to health education, Manawa is where Ara nursing, midwifery and medical imaging
students are based. The building is located west of the city centre, close to Christchurch Public Hospital.
It's on several bus routes and just a short walk from shops, cafes, parks and other attractions in the CBD.

G floor Main entrance, library, student common area, cafe,
teaching space, quiet rooms

Level 1 Teaching spaces, IT suites, quiet room, kitchenette
 Level 2 Simulation centre
Level 3 Teaching spaces, breakout rooms, kitchenette
Level 4 University of Canterbury and CDHB open plan offices, staff room, kitchen
Level 5 Reception, open areas for collaboration between health education

partners, breakout rooms, meeting rooms, kitchenette

Level 6 Currently unoccupied

Ph 03 940 8000 | 0800242476 ara.ac.nz
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Ara Woolston Campus
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Want to find out more?

For details and information about making the most of your study at Ara,
visit www.myara.ac.nz or get the downloadable app.

Get in touch of you have any questions: 0800 24 24 76 | info@ara.ac.nz
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