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Accounts 
For enquiries relating to Accounts and Finance, please choose 

from one of the following: 

Accounts Payable A - Kand Petty Cash 7890 

Accounts Payable L- Z 7897 

Academic Calendar 
The Academic Calendar outlines important dates, including 

semester breaks throughout the Academic year. This calendar 

can be accessed from The Nest by navigating the following 

path: 

» The Nest> Our Unitec > Academic Calendar

Academic Service Centre 

The Academic Service Centre is responsible for academic policy 

and systems, the Academic Statute and regulations, 

programme approvals, monitoring and review. It also manages 

relations with external bodies such as NZQA, Institutional 

academic audit, management of Academic Board and maintains 

PeopleSoft programme and course information. 

Academic Statute 
The Academic Statute can be accessed from The Nest by 

navigating the following path: 

» The Nest > Policies and Forms> Policies and Procedures

It contains many rules, regulations and procedures relating to 

Unitec programmes and courses, including regulations and 

procedures that Unitec staff must comply with. You should 

become familiar with the content of the Statute and ensure 

that you comply with its requirements. 

Academic Transcripts 
An academic transcript is a record of a student's grades for 

courses completed at Unitec. A student may require a 

transcript for various reasons i.e. to apply for cross-credits at 

another institution. There are three types of academic 

transcript: 

» An unofficial transcript printed from the student ad min

database

» A student-generated transcript from the Web

»  An official transcript generated by the Student Registry on the 

request of a student. A fee of applies 

ACC (Accident Compensation 

Commission) - Accidents, Injuries etc. 
ACC require work-related accidents, injuries and gradual process 

injuries to be validated. To do this effectively, any work related 

accident must be reported to the Health and Safety Team 

within 24 hours of the accident occurring. You can do this by 

filing an incident report using Staff Self Service: 

» The Nest > Quick Links > Ask Us I Self Service > H&S Self

Service 

Address 
Unitec has two Auckland campuses: Mt Albert (Wairaka), and 

Waitakere. The physical address for each campus is listed 

below: 

» Mt Albert, 139 Carrington Road, Mt Albert, Auckland

» Waitakere, Ratanui Street, Henderson, Auckland 

The postal address for all campuses is Unitec New Zealand, 

Private Bag 92025, Victoria St West, Auckland. 

For deliveries to either campus ensure you specify the gate 

number, the building number, room number and campus. Some 

deliveries will go direct to Inwards Goods and will then be 

delivered to you by Inwards Goods staff. 

After Hours Access 
If you are entering an unoccupied building after hours, you 

may need to know the alarm code and where the alarm pad is, 

or have already pre-arranged with Security for them to de­

activate the alarm for the period of time you will be in the 

building. Once you have finished in the building make sure you 

re-set the alarm if you have the code to do this, or contact 

Security so they can re-secure the building. 

Contact details for Security are extn 7777 or (after hours) 021 

610877. 
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http://thenest.unitec.ac.nz/our-unitec/academic-calendar/academic-calendar.cfm
http://thenest.unitec.ac.nz/teaching-and-research/academic-service-centre/about-the-academic-service-centre.cfm
https://thenest.unitec.ac.nz/shadomx/apps/fms/fmsdownload.cfm?file_uuid=82E71115-EB61-4779-BABE-48D4C7200044&siteName=unitecintranet
http://thenest.unitec.ac.nz/services/health-and-safety/health-and-safety-team.cfm
https://unitecnz-02.vaultgrc.com/kiosk/index?id=6m6mostujqbmlkw4kkj96ooy5rca69ehfig1st9roti938h0zwwfcf7gosnz15bi&cid=UNITECNZ
https://unitecnz-02.vaultgrc.com/kiosk/index?id=6m6mostujqbmlkw4kkj96ooy5rca69ehfig1st9roti938h0zwwfcf7gosnz15bi&cid=UNITECNZ
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B 

Banking Facilities 

For all your banking needs an ANZ Bank branch is located on the 

Mt Albert campus, outside Building 114. ANZ offer a special 

banking package for Unitec staff - find out more here. An ATM 

machine is available immediately outside the bank and operates 

24/7. There's also an ASB Bank A TM located in the Hub. 

Book Shops 

The UBS Bookshop is Unitec's preferred supplier of books and 

stationery, design and art supplies and is located in Building 1 

(Mt Albert Campus) near Long Black Cafe. 

Also refer Stationery. 

Building Numbers 

Building and room numbers are written with the building first 

then the room number. The first digit of the room number 

indicates the floor of the building on which you will find the 

room. "1" is the Ground Floor. For example, you will find room 

112-3003 in Building 112, on the third floor. Basement rooms

start with "B" or ''O". 

Bus Stop 
The main bus stop at Unitec is located outside buildings 112 and 

113 however you can catch the shuttle service from any other 

marked designated shuttle stop around Mt Albert campus. 

C 

Campuses 
Unitec has two Auckland campuses, at Wairaka (Mt Albert), 

and Waitakere (Henderson).  There is an interlinking shuttle 

bus that commutes regularly between Mt Albert & Waitakere 

Campus. Click here for maps and transport links. The physical 

addresses for each campus are listed below: 

»  Mt Albert 139 Carrington Road, Mt Albert Auckland

»  Waitakere, Ratanui Street, Henderson, Auckland 

Career Centre (for Students) 
Unitec is committed to helping students achieve their full 

potential and fulfil their life goals. That's why we provide 

student access to experienced and qualified career 

consultants who can help students make informed decisions 

about employment, training and study. These consultants can 

also help students search for employment opportunities. The 

Career Centre can be found in the following locations: 

»  Building 28, Mt Albert Campus (Mon-Fri)

»  Building 500, Waitakere campus (Tues & Thurs only) 

Cashiers 
Fees must be paid direct to the Unitec cashiers located at one 

of the three Student Central sites; 

» Building 3, Mt Albert Campus

» Building lBO, Mt Albert Campus

» Building 510, Waitakere Campus

Please note, they are unable to accept any cash from students. 

Payments from staff for other expenses should be made to 

Accounts in Building 48, Mt Albert Campus. 

Chaplain 
The Unitec Chaplaincy service provides an inclusive and holistic 

approach to spirituality. Although the staff are Christian 

chaplains, they support people of all faiths, or none. All the 

chaplains are non-judgemental of personal lifestyles and are 

there to assist everyone. 

» Contact: Co-ordinating Chaplain

» Phone: 815 4321 ext 7899

» Email: chaplains@unitec.ac.nz

Childcare 
Located on the Mt Albert Campus through Gate 4, Unitec 

Childcare Incorporated Society runs two childcare centres from 

Monday to Friday for children up to the age of five. 

For further information contact the Administration Manager in 

Building 57, phone: 846 0233 ext 1 or email: admin@uelc.org.nz 

Coffee and Food 
There are a number of places to eat across Mt Albert Campus, 

and we've featured some notable places below. Staff who are 

based at Waitakere also have easy access to some great places 

to eat, with the campus being located close to a major shopping 

area. 

http://thenest.unitec.ac.nz/unitecintranet/index.cfm?7E7213B3-E0DA-40FD-8300-B417DDC86C5F
http://www.unitec.ac.nz/current-students/services-and-facilities/maps-and-transport
http://www.unitec.ac.nz/current-students/services-and-facilities/maps-and-transport
http://www.careers.unitec.ac.nz/about-us/our-services/
http://www.careers.unitec.ac.nz/about-us/our-services/
mailto:chaplains@unitec.ac.nz
mailto:admin@uelc.org.nz


Carrington's Licensed Cafe 

Hot snacks, light and full meals with fully licensed bar. Also 

available for campus and private functions. Located in Building 

33, Mt Albert campus. Open Wednesday to Friday llam-6pm. 

Available for functions at all other times. 

Coffee Cart 

Located at Building 180, Mt Albert campus and Building 510, 

Waitakere campus 

Long Black Cafe 

Wholesome food and espresso coffee. 

Located at Building 1, room 1151, Mt Albert campus 

Staff Cafeteria 

Reserved for Staff only. Kitchen facilities, a pool table and 

plenty of space to sit and relax. 

Located at Building 112, Level 3, Mt Albert campus 

The Hub Cafe 

Hot and cold food, snacks and refreshments. 

Located at Building 180, Mt Albert campus 

Refuel (container) 

Hot and cold food, snacks and refreshments. 

Located outside Building 180, Mt Albert campus 

Subway 

There is a branch of Subway on Mt Albert campus. Open seven 

days a week, it serves the full range of subs, salads, and wraps. 

Located at Building 201, Mt Albert campus 

Committees 
Unitec has a wide range of standing committees. For 

information on these committees, including who is on them and 

where you will find their minutes, follow this path within The 

Nest: 

» The Nest> Our Unitec > Committees

Computers (including reporting faults) 
Staff are normally allocated a user name and log-in which will 

allow them to use any Unitec computer to access their files. 

Do NOT give your user ID or password to anyone else. You 

have a personally set-up security access and are responsible 

for all actions carried out under your log-in. 

Before a PC is left unattended, use Ctrl+Alt+Delete to avoid 

unauthorised use. All PCs should normally be switched off after 

work. You should report any problems with your hardware or 

software to IMS Support on ext. 8484 or by email 

a ski ms@u n itec.ac. nz. 

You should not load your own software on to Unitec computers. 

Any new software must be authorised by your manager and 

requested through IMS Support. When staff move offices, the 

move should be coordinated through IT Support and Facilities 

Management to ensure all equipment and furniture is moved 

safely and they are made aware of the new location of the 

equipment. 

Check the IMS intra net page for further details on IT 

services and support including training opportunities.

»  The Nest > Services > Information Management Services 

Computer Access 
All staff are given a network login to access the Unitec network 

including email, shared drives and other applications. This 

access should be organised for you on your first day, if not 

sooner. IMS offer workshops for New Users - click here to book. 

You are also able to access your emails and shared drive files 

away from campus by logging in to Office365 via MyUnitec 

Portal (https://myunitecstaff.unitec.ac.nz). For further 

information see Remote Access. 

Computer Files 
The main storage area for computer files is on the H:\ \ Drive 

where you will have access to a range of shared information 

specific to your department and position and also information 

relating to Unitec as a whole. Access may be limited to some 

folders. All shared information should be kept on the H:\ \ drive 

rather than your computer's C:\ \ Drive to ensure security and 

that the information is backed up overnight. Note: Anything 

stored on your C:\ \ Drive can be accessed by anyone who may 

use your computer and it is not backed up 

Each staff member is allocated space in on line storage, which is 

accessible only by them by default. This is your OneDrive and 

can only be accessed by you using your personal network login 

and it is also backed up every night. For further information 

see OneDrive. 

Conciliator 

Unitec has a Conciliator whose role it is to provide independent 

confidential support and advice and conciliation to students and 

staff. 

The Conciliator is located in Building 113 (Mt Albert Campus), 

Room 3004. The Conciliator is available from Monday to 

Thursday, and can be contacted by telephone on +64-9-815 

4321 ext 7339 or by email ggrant@unitec.ac.nz. Appointments 

are required. 

Contracts 

(other than Employment Agreements) 
Contracts (such as contracts for service, research contracts and 

catering contracts) must be set up formally through the 

appropriate channels and only by the people who have the 

delegated authority to do so. Please contact your Head of 

Department or Manager before making any commitments on 

behalf of Unitec. 

3 

http://thenest.unitec.ac.nz/our-unitec/committees/unitec-committees.cfm
https://unitecnz-my.sharepoint.com/personal/lcurran_unitec_ac_nz/Documents/DigitalWelcomePack/Staff%20A-Z/askims@unitec.ac.nz
http://thenest.unitec.ac.nz/services/information-management-services/informationmanagementserviceshome.cfm
http://thenest.unitec.ac.nz/services/information-management-services/informationmanagementserviceshome.cfm
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?D10AB5D2-7280-453F-85DC-D2DFF15315CF
https://myunitec.unitec.ac.nz/IDM/portal/cn/GuestContainerPage/Welcome
https://myunitec.unitec.ac.nz/IDM/portal/cn/GuestContainerPage/Welcome
https://unitecnz-my.sharepoint.com/personal/lcurran_unitec_ac_nz/Documents/DigitalWelcomePack/Staff%20A-Z/ggrant@unitec.ac.nz


http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm
http://libguides.unitec.ac.nz/copyright/staff
http://libguides.unitec.ac.nz/copyright/staff
http://thenest.unitec.ac.nz/?56A01CCC-F001-4031-B8FD-A6D2563BD4DE
http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm


http://edcollective.org.nz/
http://oneplanet.unitec.ac.nz/attachments/u009042-unitec-one-planet-strategic-plan-fa-digital.pdf
http://www.oneplanet.unitec.ac.nz/
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achieve the best possible educational, business and 

community outcomes. 

It also means creating an environment free from: 

» Unfair treatment

» Exclusionary behaviour

» Sexual, racial or any other form of harassment

» Bullying

» Discrimination based on membership in a social or cultural

group.

If you see or experience any of these behaviours, please contact 

the Equity and Diversity Manager, Sonya Collie, for 

confidential help and advice. She can be reached at 

scollie@unitec.ac.nz or on extension 8314. 

F 

Facilities Management 

Facilities Management are responsible for the development and 

maintenance of Unitec's physical environment and assets. They 

are located in Building 9 (Mt Albert Campus, near Entry 1). 

You can log a job request (such as 'a light bulb needs changing' 

or 'my door handle is loose' or 'there's a funny smell coming from 

the ceiling above my office') on FM Help. FM Help is the first 

point of contact staff should have with Facilities Management 

when requesting some maintenance work to be done. By using 

this system, you will ensure your request is recorded and can be 

tracked. Once the job request is logged, the system will 

automatically send you an automated email together with a job 

number. Please keep that number in case you need to enquire 

about the status of the job, at some point in the future. 

Launch FM Help from the Windows Start menu. Follow prompts 

on this screen, completing all fields. 

Alternatively, FM Help can be accessed by clicking on the FM 

Help link in the "Ask Us/Self Service" option in the Quick Links 

menu on The Nest. 

Finance 

Unitec's Finance group consists of the following areas: 

» Accounts

» Decision Support

» Procurement, Logistics and Copy Centre

» Legal and Contracts

You can find more information on these services here: 

» The Nest> Services> Finance

Fire Alarm 

When a fire alarm sounds (continuous ring), you must leave the 

building immediately and assemble at the designated 

evacuation point for your building. You should familiarise 

yourself with the details of this evacuation point. Your Zone 

Warden will be wearing a hard hat or high-viz vest and you must 

follow his/her instructions. Do not re-enter the building until 

the 'All clear' has been given by the Building Warden for your 

building. Fire drills are held twice a year but you should 

obviously treat every fire alarm as a real event and follow the 

procedures. 

First Aid 

A basic first aid kit for minor accidents is usually held in the 

administration office in your area. 

For more serious medical matters call an ambulance by dialling 1 

for an outside line, before dialling 111. After ringing the 

ambulance it is a good idea to also ring Security on extn 7777 

and let them know that an ambulance has been called and also 

the building and room number where the incident has occurred. 

Security can them meet the ambulance on Carrington Road and 

guide them directly to this location. 

In the event of an accident, those involved must file an incident 

report using Staff Self Service: 

» The Nest > Quick Links > Ask Us / Self Service > H&S Self

Service 

Most faculties and departments will have a trained first aider 

among their staff. Your manager or colleagues should be able to 

tell you who this person is. If you are interested in becoming a 

trained first aider, or updating your certificate, courses are 

advertised on The Nest throughout the year. 

Food 

Refer Coffee and Food

Forms 

Generic forms used by Unitec are located on The Nest via the 

following path: 

» The Nest > Policies and Forms> Forms

Forms are listed by topic in sections, and in alphabetical 

order. 

mailto:mfarry@unitec.ac.nz
http://fmhost/fmhelp/default.aspx
http://thenest.unitec.ac.nz/services/finance/about-finance_home.cfm
https://unitecnz-02.vaultgrc.com/kiosk/index?id=6m6mostujqbmlkw4kkj96ooy5rca69ehfig1st9roti938h0zwwfcf7gosnz15bi&cid=UNITECNZ
https://unitecnz-02.vaultgrc.com/kiosk/index?id=6m6mostujqbmlkw4kkj96ooy5rca69ehfig1st9roti938h0zwwfcf7gosnz15bi&cid=UNITECNZ
http://thenest.unitec.ac.nz/policies-and-forms/forms/forms_home.cfm


http://thenest.unitec.ac.nz/policies-and-forms/forms/forms_home.cfm
http://www.unitec.ac.nz/current-students/services-and-facilities/health-and-fitness/sports-centre-and-gym
http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm
http://thenest.unitec.ac.nz/services/health-and-safety/health-and-safety-team.cfm
http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm


For surnames A – K

(excluding monthly paid staff)

7720

For surnames L – Z

(excluding monthly paid staff)

7719

Monthly paid staff 7718

https://unitecnz-02.vaultgrc.com/kiosk/index?id=6m6mostujqbmlkw4kkj96ooy5rca69ehfig1st9roti938h0zwwfcf7gosnz15bi&cid=UNITECNZ
https://unitecnz-02.vaultgrc.com/kiosk/index?id=6m6mostujqbmlkw4kkj96ooy5rca69ehfig1st9roti938h0zwwfcf7gosnz15bi&cid=UNITECNZ
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?169F954B-C6E5-452F-9859-3031B3826E08


driven by your manager who will work with you to determine 

the induction activities you need to participate in to become 

more familiar with your position and your responsibilities within 

it. 

The types of induction activities you may be involved in include 

» Attending an Orientation Event for New Staff and participating 

in a blended induction programme 

» Attending specific systems training

» Attending/working through an academic staff induction 

training programme

Further information about the Unitec induction process can be 

found on The Nest via the following path:

» The Nest> Your Development > Living Job Portal  

Also refer Orientation Day for New Staff 

Internet 

The Unitec website is www.unitec.ac.nz. Internet services 

are available to all staff and you may use these services for 

reasonable personal searching, although it is expected that 

this will be done outside working hours. Downloading of 

illegal or offensive materials is forbidden. 

Intranet-The Nest/Pou Tukutuku 

Unitec also has an internal intra net site called The Nest: Pou 

Tukutuku. This is available to all staff, and carries a wide range 

of organisational information, including policies, forms and a 

staff directory. 

Information Management Services -

IMS 
IMS is responsible for computers, printers, telephones, 

datashows etc. If you have a fault with this type of equipment, 

call IMS Helpdesk on 8484 and log a job. IMS also deal with 

PeopleSoft, software, email, and voicemail problems. They 

organise training courses and new staff are encouraged to 

attend the introductory sessions as soon as possible. A full 

description of their services together with a schedule of 

training sessions is detailed on The Nest via the following path: 

» The Nest > Services > Information Management

Services

Inward Goods
Inward Goods is located through Gate 2, Mt Albert Campus. They

are responsible for campus inward goods and distribution, as

well as mail services, shuttle bus services & fleet management

of Unitec vehicles. If you require any of these services please

log a job on FM Help.

I 
Job Vacancies 
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Human Resources regularly advertise jobs via The Nest. You can 

also access and apply for current vacancies via the corporate 

website by using the link http://jobs.unitec.ac.nz/home. 

K 

Keys 

Keys can be ordered through Facilities Management via FM 

Help, as authorised by your manager. Keys must be collected 

and returned personally from Security (Bldg 16), Mt Albert 

Campus. Take your ID with you when collecting keys. When your 

employment with Unitec ends please ensure you return your 

keys back to Building 16. If keys are lost, notify Security (extn 

7777) as soon as possible. 

Koha 
This is a donation for Maori-related cultural visits or events. It 

may not be used as an alternative method of payment for guest 

lecturers or for non-Maori-related purposes. Cash donations for 

marae visits must be requested through Accounts and must be 

authorised by a manager with delegated authority. Guidelines 

around the use of Koha is accessible on The Nest via the 

following path: 

» The Nest > Policies and Forms > Guidelines

You can find the guidelines in the 'Tikanga Maori Guidelines" 

section, or by searching the alphabetical list. 
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http://thenest.unitec.ac.nz/unitecintranet/index.cfm?CCBC0710-5C8F-4823-97EC-A09C4BD06BF6
http://www.unitec.ac.nz/
http://thenest.unitec.ac.nz/?720EA0A8-9807-75AA-96FA-3BABDFD460E7
http://thenest.unitec.ac.nz/?720EA0A8-9807-75AA-96FA-3BABDFD460E7
http://thenest.unitec.ac.nz/services/information-management-services/informationmanagementserviceshome.cfm
http://thenest.unitec.ac.nz/services/information-management-services/informationmanagementserviceshome.cfm
http://jobs.unitec.ac.nz/home
http://thenest.unitec.ac.nz/fms/Resource%20Toolbox/Guidelines/Tikanga%20Maori%20Guidelines/Koha+Payment+Guidelines+June+2006.pdf


http://thenest.unitec.ac.nz/fms/Resource%20Toolbox/Policies%20&%20Procedures/Human%20Resource%20Policies%20&%20Procedures/Leave/Leave%20Management%20Policy.pdf
http://thenest.unitec.ac.nz/fms/Resource%20Toolbox/Policies%20&%20Procedures/Human%20Resource%20Policies%20&%20Procedures/Leave/Leave%20Management%20Policy.pdf
https://myunitec.unitec.ac.nz/IDM/portal/cn/GuestContainerPage/Welcome
https://myunitec.unitec.ac.nz/IDM/portal/cn/GuestContainerPage/Welcome
https://moodle.unitec.ac.nz/
mailto:moodle@unitec.ac.nz
http://library.unitec.ac.nz/services/liaisons.htm
http://thenest.unitec.ac.nz/fms/Resource%20Toolbox/Policies%20&%20Procedures/Academic%20Policies%20&%20Procedures/Library/Library%20Policy.pdf
http://library.unitec.ac.nz/
http://thenest.unitec.ac.nz/teaching-and-research/library/library-intranet-home.cfm
http://thenest.unitec.ac.nz/resources/unitec-templates/brand-intro.cfm


http://www.unitec.ac.nz/maori/who-we-are/maia-maori-centre
http://www.unitec.ac.nz/maori/who-we-are/maia-maori-centre
http://libguides.unitec.ac.nz/maia
http://www.unitec.ac.nz/about-us/contact-us/campus-maps
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?9B32910F-3FD4-4477-A019-495EC9053F18
http://www.unitec.ac.nz/about-us/our-partnerships/te-noho-kotahitanga
mailto:jaranui@unitec.ac.nz
https://moodle.unitec.ac.nz/
https://moodle.unitec.ac.nz/
http://www.unitec.ac.nz/sites/default/files/public/documents/unitec_map_MtAlbert.pdf
http://www.unitec.ac.nz/sites/default/files/public/documents/unitec_map_MtAlbert.pdf
http://www.unitec.ac.nz/sites/default/files/public/documents/unitec_map_MtAlbert.pdf
https://myunitec.unitec.ac.nz/
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Nest, The - Pou Tukutuku 
Unitec has an internal intra net site called The Nest/Pou 

Tukutuku. This is available to all staff, and carries a wide range 

of organisational information, including policies, forms and a 

staff directory. 

Noticeboards 
Most notice boards in departments are for official information 

and staff in the locality are responsible for maintaining them. If 

you wish to sell or advertise personal items or services, you can 

post an advert in the Staff Noticeboard on The Nest. Placing an 

ad is fairly easy, just click on the Submit News or Classified Ad 

link within the "News & Events" option in the Quick Links menu 

on The Nest and follow the instructions 

0 

OneDrive@ Unitec NZ 
Each staff member is allocated space in online storage, which is 

accessible only by them by default. OneDrive @ Unitec NZ can 

be accessed internally, on any staff PC computer connected to 

the network or externally via Office 365. And on Mobile Devices 

using the Microsoft apps for smart devices. All staff and 

students are allocated 1 TB of space in their OneDrive @ Unitec 

NZ. 

» The Nest > Services> Information Management Services

Organisational Charts 
Copies of Unitec organisational charts including specific 

department structures are accessible on The Nest via the 

following path: 

» The Nest> Our Unitec > Organisation Charts

Orientation Event for New Staff 
Unitec's Induction programme is designed to introduce you 

to Unitec and the organisation. As part of your Induction into 

Unitec you will be invited to attend an Orientation Event 

where you'll spend the day getting to know other new 

members of staff as well as learning more about your new 

workplace. 

The event  will include, amongst other things, the following: 

» A powhiri to welcome you onto the marae and into the 

Unitec whanau

» An introduction to our partnership, Te Noho Kotahitanga 

and our Kaupapa. 

» A discussion with members of the Executive Leadership

» Talks from a number of key Unitec service providers.

Shortly after you start you will receive an invite to attend 

one of these days from Learn and Develop @ Unitec. If you 

don't receive this invite please get in touch via 

learnanddevelop@unitec.ac.nz. 

Your manager will also arrange your induction into your 

Department/ Team and your new position. More information 

about the whole process can be found on The Nest via the 

following path: 

The Nest > Your Development> Living Job Portal 

Also refer Induction for New Staff

Osteopathy Clinic 
Clinic 41, Unitec's osteopathy clinic, is located in Building 41 (Mt 

Albert Campus), just inside Gate 3. It is open Monday to Friday, 

8.00am - 5.30pm. The clinic offers effective, affordable, 

professional and medication free care for a wide range of 

conditions, including general aches & pains, back pain, sports 

injuries and shoulder or knee problems. Master of Osteopathy 

students complete the treatments and are supervised by 

experienced members of the teaching staff. Phone 815 6794 or 

0800 267 836 or email clinic41@unitec.ac.nz for an 

appointment. 

Outlook 
This is the email program used at Unitec. 

Refer Email for more information. 

http://thenest.unitec.ac.nz/?720EA0A8-9807-75AA-96FA-3BABDFD460E7
http://thenest.unitec.ac.nz/?720EA0A8-9807-75AA-96FA-3BABDFD460E7
http://www.unitec.ac.nz/sites/default/files/public/documents/Northern%20map%202015.pdf
http://www.unitec.ac.nz/sites/default/files/public/documents/Northern%20map%202015.pdf
http://thenest.unitec.ac.nz/unitecintranet/services/information-management-services/onedrive-for-business.cfm
http://thenest.unitec.ac.nz/our-unitec/organisationcharts/organisationcharts_home.cfm
mailto:learnanddevelop@unitec.ac.nz
http://thenest.unitec.ac.nz/your-development/living_job_portal/living_job_portal.cfm
mailto:clinic41@unitec.ac.nz


To access the portal, use your standard network user I.D. and 

password. 

Cars towed at the Waitakere campus would have been done 

so by the local council, not Unitec, therefore you will need to 

contact the applicable branch of the Auckland Council in this 

instance. 

http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm
http://thenest.unitec.ac.nz/services/finance/about-finance_home.cfm
http://thenest.unitec.ac.nz/student-support/pacific-centre-for-learning-teaching-and-research/about-us_home.cfm
http://thenest.unitec.ac.nz/student-support/pacific-centre-for-learning-teaching-and-research/about-us_home.cfm
http://thenest.unitec.ac.nz/student-support/pacific-centre-for-learning-teaching-and-research/about-us_home.cfm
http://www.unitec.ac.nz/current-students/services-and-facilities/maps-and-transport/parking
http://www.unitec.ac.nz/current-students/services-and-facilities/maps-and-transport/parking
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?630E3A77-264F-45C6-AB02-FFF46D5723F5
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?630E3A77-264F-45C6-AB02-FFF46D5723F5
http://thenest.unitec.ac.nz/policies-and-forms/forms/forms_home.cfm
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You can find the form in the "Information Technology Forms" 

section, or by searching the alphabetical list. 

Note: Your access to PeopleSoft will only be granted after you 

have done some basic training. Training can be arranged by 

contacting the IMS Helpdesk by email (askims@unitec.ac.nz) or 

phoning extn 8484. 

Confidentiality: Information on PeopleSoft is confidential and 

must only be used for appropriate business purposes. For 

information relating to the HR Self Service functions that are 

available to all staff within PeopleSoft, refer to Staff Self 

Service 

Performance & Development 

Management 

Performance and development management at Unitec is a 

year long collaborative process between a manager and their 

staff. The process includes setting personal goals & 

objectives for the year, ongoing coaching and feedback 

sessions regarding the staff member's performance 

(achievements and areas for improvement) and an annual 

performance review meeting. Unitec encourages all its staff 

to take ownership of, and responsibility for their own 

performance development. 

The Performance & Development Management Policy and 

Procedures is accessible on The Nest via the following path: 

» The Nest > Policies and Forms > Policies and Procedures

You can find the policy in the "Human Resource Policies" 

section, or by searching the alphabetical list. 

Pharmacy 
Whether you're after health advice, medicines, deodorants, a 

refreshing drink, baked beans, lip gloss or even a snack, Unitec 

Mart Pharmacy is where you want to go. The Unitec Mart 

Pharmacy is dedicated to meeting all your pharmacy and 

convenience store needs. They are conveniently located in The 

Hub (Mt Albert Campus) .. 

Phones 
Every staff member will generally be allocated their own 

extension number, although in a small number of cases staff 

may need to share an extension number. To access individual 

staff phone numbers click on the Staff Directory option in the 

Quick Links menu on The Nest. 

When making external calls, you must dial 1 for an outside line. 

Do NOT use the operator for calling internal numbers unless you 

are unable to find an extension number in the directory. If you 

have any problems or faults in the phone system, call or email 

IMS Support on (imssupport@unitec.ac.nz) or extn. 8484. 

Photocopying 
Photocopiers are available in most departments and usually run 

on a card system. You will need you ID card to operate the 

copier, and your card will need to have been activated by the 

Copy Centre so that the correct budget code is debited for the 

copies made. Copyright provisions apply to all photocopying. 

Refer to the Copyright Procedures accessible on The Nest via 

the following path: 

» The Nest > Policies and Forms > Policies and Procedures

Also refer Copyright and Copy Centre 

Physiotherapy Centre 
A Physiotherapist (Carrington Road Physio) is located on 

Carrington Road, Mt Albert just across from Entry 3. To make an 

appointment phone 846 6481. 

Postal Address 
The postal address for all campuses is Unitec New Zealand, 

Private Bag 92025, Victoria Street West Auckland. 

For deliveries to either campus ensure you specify the gate 

number, the building number, room number and campus. Some 

deliveries will go direct to Inwards Goods (Building 017, Mt 

Albert Campus) and will then be delivered to you by Inward 

Goods staff. 

Post Shop 
The Copy Centre, located in Building 117 (Mt Albert Campus) 

acts as an agent for NZ Post and has a variety of envelopes, 

courier bags and stamps for sale. Post boxes are available 

immediately outside the Copy Centre. 

Policies 
Your relationship with Unitec is governed in part by our policies. 

You should review these policies and ensure you understand 

their relevance to and effect on your work here at Unitec. 

All policies are accessible on The Nest via the following path: 

» The Nest > Policies and Forms > Policies and Procedures

Policies can be found in the appropriate sections, or by 

searching the alphabetical list. 

Pou Tukutuku -The Nest 
All staff have access to Pou Tukutuku (The Nest}. Unitec's 

intra net. As well as providing a shared source of information, 

Pou Tukutuku includes: 

» A search function to help you find information, such as policies

and forms

» Up-to-date news from directorates, departments and faculties

» A calendar of academic, corporate and staff events

» Easy access to Moodie and the staff directory

https://unitecnz-my.sharepoint.com/personal/lcurran_unitec_ac_nz/Documents/DigitalWelcomePack/Staff%20A-Z/askims@unitec.ac.nz
http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm
https://unitecnz-my.sharepoint.com/personal/lcurran_unitec_ac_nz/Documents/DigitalWelcomePack/Staff%20A-Z/imssupport@unitec.ac.nz
http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm
http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm
http://thenest.unitec.ac.nz/?720EA0A8-9807-75AA-96FA-3BABDFD460E7


https://unitecnz-my.sharepoint.com/personal/lcurran_unitec_ac_nz/Documents/DigitalWelcomePack/Staff%20A-Z/chaplains@unitec.ac.nz
mailto:imssupport@unitec.ac.nz
http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm
mailto:rbrowning@unitec.ac.nz
http://thenest.unitec.ac.nz/policies-and-forms/policies-and-procedures/policies-and-procedures-database_home.cfm
mailto:imstrainer@unitec.ac.nz
http://thenest.unitec.ac.nz/unitecintranet/services/information_policy_services/records_mgmt_disposal/records_mgmt_disposal_home.cfm
http://thenest.unitec.ac.nz/unitecintranet/services/information_policy_services/records_mgmt_disposal/records_mgmt_disposal_home.cfm
http://thenest.unitec.ac.nz/policies-and-forms/forms/forms_home.cfm


https://myunitec.unitec.ac.nz/IDM/portal/cn/GuestContainerPage/Welcome
https://myunitec.unitec.ac.nz/
http://www.unitec.ac.nz/why-choose-unitec/accommodation/residential-village
http://thenest.unitec.ac.nz/unitecintranet/services/facilities-management/shuttle-bus-timetables.cfm
http://thenest.unitec.ac.nz/unitecintranet/services/facilities-management/shuttle-bus-timetables.cfm
http://thenest.unitec.ac.nz/fms/Resource%20Toolbox/Policies%20&%20Procedures/Health,%20Safety%20&%20Environment%20Policies%20&%20Procedures/Smoke-free_Auahi%20Kore%20Policy.pdf


Sports Centre 
The Unitec Sports Centre (Mt Albert Campus) offers a fully 

equipped weight and cardio room, circuit room, indoor courts, 

personal training, running & walking groups, a sun bed and a 

yoga and Pilates studio. Very reasonable discounted 

membership rates are offered to staff. 

A number of sport facilities are within easy walking distance 

from the Waitakere campus. This includes a swimming pool and 

several gyms. 

Staff Development 
There are a variety of staff development providers on campus 

who offer a wide range of development opportunities. The 

following list provides a brief overview on each department and 

contact person. 

Learn and Develop@ Unitec: 

Provide staff development opportunities which aim to enhance 

organisational development including new staff induction, 

performance & development management training, policy & 

process training, mentoring programmes & skills development. 

Contact: Learn and Develop: learnanddevelop@unitec.ac.nz or 

ext 7713 

Te Puna Ako (Teaching and Learning Support): 

Provide staff development opportunities in the areas of 

teaching and learning, including how learning technologies can 

be used by lecturers to enhance the learning experience. 

Students too benefit from the services offered through Te Puna 

Ako, utilising a team of academic staff available through this 

unit who can provide them with learning support and study 

skills. If you have a student in need of this assistance - tell them 

about Te Puna Ako! 

Contact: Kelly Handley: khandley@unitec.ac.nz or ext 7361 

IMS - Information Management Services: 

Provides regular training to staff in Outlook (new user & 

advanced),, Microsoft Office and PeopleSoft Student 

Administration. 

Contact: imstrainer@unitec.ac.nz or ext 8484 

Library: 

Provide a variety of staff sessions on the use of information 

resources (electronic & print). 

Contact: infolit@unitec.ac.nz or ext 8094 

All of the courses offered by these different areas can be 

viewed in the Staff Training and Development page on The 

Nest, via the following path: 

» The Nest> Your Development> Living Job Portal >

Professional Development 

Staff Directory 
To access a directory of staff names, extension numbers, 

building locations, email addresses and position titles, click on 

the Staff Directory option in the Quick Links menu. 

Staff Self Service 

Staff are able to carry out certain HR functions themselves 

directly within PeopleSoft. 

In particular, staff can: 

» Apply for leave and view leave balances online

» View and print payslips online

» Change contact details (address, emergency contacts, etc)

online

Staff Self Service is accessible through the myUnitec Portal. To 

access the portal, use your standard network user ID and 

password. (NB: Never share these details, as it will give others 

access to your personal information.) 

The portal can be accessed by clicking on the myUnitec 

Portal link within the "Ask Us/Self Service" option in the Quick 

Links menu on The Nest or by entering the following link into 

your browser: https://myunitec.unitec.ac.nz 

For new staff, on line demonstrations of how to carry out these 

functions are available within the Human Resources section on 

The Nest, and can be accessed via the following path: 

» The Nest > Your Development > Living Job Portal > DIY HR >

Me > Staff Self Service Training Material 

Also refer MyUnitec Staff Portal 

Staff Tuition Fees 
Permanent staff are entitled to a 25% discount if they enrol in 

Unitec courses (other than short courses). Your spouse, 

partner and children and other close associates of Unitec may 

also be entitled to this discount. Applications must be made at 

the time of enrolment prior to the start of semester. If your 

study is work-related, you may apply to your manager for an 

additional reimbursement within the agreed limit. If you are 

studying at another institution you will need to pay for the 

fees yourself and then submit a Staff Claim for Refund of 

Expenses Form together with your receipt to obtain a 

reimbursement. 

Further details are outlined in the Unitec Tuition Fees Policy:
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» The Nest > Policies and Forms > Policies and Procedures

http://www.unitec.ac.nz/current-students/services-and-facilities/health-and-fitness/sports-centre-and-gym
mailto:learnanddevelop@unitec.ac.nz
mailto:khandley@unitec.ac.nz
mailto:imstrainer@unitec.ac.nz
mailto:infolit@unitec.ac.nz
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?6513DBFA-CA4A-43B3-B7CC-69C1DB7B946E
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?6513DBFA-CA4A-43B3-B7CC-69C1DB7B946E
https://myunitec.unitec.ac.nz/IDM/portal/cn/GuestContainerPage/Welcome
https://myunitec.unitec.ac.nz/IDM/portal/cn/GuestContainerPage/Welcome
https://myunitec.unitec.ac.nz/IDM/portal/cn/GuestContainerPage/Welcome
https://myunitec.unitec.ac.nz/
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?630E3A77-264F-45C6-AB02-FFF46D5723F5
http://thenest.unitec.ac.nz/unitecintranet/index.cfm?630E3A77-264F-45C6-AB02-FFF46D5723F5
mailto:cngawati@unitec.ac.nz
mailto:laumua@unitec.ac.nz
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Stationery 

Stationery orders should be placed at regular intervals by 

your department through one of Unitec's preferred 

stationery suppliers. In most cases this will be the Copy 

Centre, Unitec bookshop or OfficeMax. 

OfficeMax stationery orders can be made on line by specific staff 

in your department, by clicking on the Corporate Express link 

within the "Resources and Info" option in the Quick Links menu 

on The Nest. You should try to anticipate your needs and place 

orders in advance to ensure you have the supplies you need. 

Check with the person(s) in your department responsible for 

placing these online orders for further details on items able to 

be ordered. 

Strategic Plan 
You can access details and documents outlining Unitec's 

strategic direction and major business objectives on The Nest 

via the following path: 

» The Nest> Our Unitec > Unitec Strategy

A key strategic document for Unitec is the Investment Plan. 

All tertiary institutions are required to submit an Investment 

Plan to the Tertiary Education Commission (TEC) on an 

approximately 3 yearly basis. 

This document outlines how Unitec will respond to the 

educational priorities set down by the New Zealand 

Government within their 'Tertiary Education Strategy'. To read 

this strategy, visit the Tertiary Education Commission website 

(http://www.tec.govt.nz). 

Student Central 
Student Central (Te Pae Korero) is the "one-stop shop" for all 

the information, application, enrolment and support services 

our students need to study at Unitec. There are two full centres 

on our Mt Albert Campus (one in building 180 in The Hub and 

one in Building 3) and one on our Waitakere Campus (in building 

510). 

Students can use any of these Student Central centres. 

Information, application, enrolment and support services 

available: 

» All programme information

» Advice about applying or enrolling at Unitec, including course 

credits, prior learning, re-enrolling, variations on enrolment

» Advice about student loans and allowances

» Paying fees

»  Requesting transcripts

»  Requesting grades 

»  Make appointments with members of the academic staff

»  Referrals to pastoral and wellbeing services (e.g. student 

health or counselling)

»  Making complaints or lodging an appeal. 

Student Wellbeing 
There are a wide range of services available to help support 

students through their study at Unitec. These include: 

Counselling 

Career Counselling 

Disabilities Co-ordinator 

Health Centre 

Pacific Development & 

Support 

Career Centre 

Maia (Maori 

Development Centre) 

Te Puna Ako, 

T 

Templates 

Building 28, contact ext 7248 

Building 28, contact ext 7248 

Building 28, contact ext 7871 

Building 28, contact 815 2948 

(DOI) 

Building 111, contact 0800 10 

95 10 

Building 28, contact 815 2948 

(DOI) 

Building 171, contact ext 8695 

Building 48, contact ext 8611 

Templates for Word and Powerpoint documents are available by 

clicking on the Logos and Stationery link within the "Resources 

and Info" option in the Quick Links menu on The Nest. 

These may be updated from time to time so check that you 

always have the latest version. These templates should be used 

for all official correspondence. 

Te Noho Kotahitanga 
Te Noho Kotahitanga is a partnership document created in 

2001 to express Unitec's commitment to the Treaty of 

Waitangi. The document puts five principles into practice to 

underpin Unitec's goals. These are: 

» Rangatiratanga - Authority and Responsibility

http://thenest.unitec.ac.nz/fms/Resource%20Toolbox/Policies%20&%20Procedures/Human%20Resource%20Policies%20&%20Procedures/Welfare%20&%20Benefits/HR11%20TuitionFees%20Policy_v_%201%20Feb09.pdf
http://thenest.unitec.ac.nz/our-unitec/unitec-strategy/strategic-framework.cfm
http://thenest.unitec.ac.nz/unitecintranet/our-unitec/unitec-strategy/investment-plan.cfm
http://www.tec.govt.nz/Tertiary-Sector/Tertiary-Education-Strategy/
http://www.unitec.ac.nz/maori/who-we-are/our-partnership


» Wakaritenga - Legitimacy

» Kaitiakitanga - Guardianship

» Mahi Kotahitanga - Co-operation

» Ngakau Mahaki - Respect.

This document enshrines the principles of the Treaty and 

ensures Treaty issues are considered in all of the 

institution's activities. 

Te Roopu Mataara 

Te Roopu Mataara has been established to encourage and 

support the tino rangatiratanga for all Maori staff. The 

committee's specific objectives are to: 

» To promote and celebrate Maori initiatives.

» To promote and support Maori staff to increase their skills and

knowledge

» To hold Hui a tau training and development for members

» Provide cultural support for example; powhiri, wananga, de-

colonisation workshops, kawe tangata, tangihanga.

» Set annual goals

» Retain Maori representation on Unitec committees

For further information contact Maia Maori Centre, extn. 

8683 

Te Puna Ako 
Te Puna Ako (literally translated as the Wellspring of Learning 

and Teaching) is a unit in the institution dedicated to the 

advance of learning and teaching for staff and students. It has 

multiple functions. Embedded in the work of Te Puna Ako is: 

» General professional and teacher development for academic

staff members

» Support for curriculum development

» Specialist e-learning advice and support

» Student learning centre

» Curriculum alignment (creating pathways between secondary

schools and Unitec programmes)

» Literacy and numeracy specialist support

» The institute timetabling office

Te Puna Ako is a great resource for teaching support and offers 

workshops, coaching and guidance for new teachers. 

» The Nest > Teaching & Research > Te Puna Ako

Theatre 

Every year students and staff from Unitec's School of 

Performing and Screen Arts are involved in a number of 

performances, screenings and productions ranging from 

dance, live theatre, film and television. Why not show your 

support by attending one of these performances or 

screenings. Many are held right on campus! Further details on 

what's coming up, including dates, times and cost is available 

from the Unitec corporate website(www.unitec. ac.nz) or on 

The Nest. 

u 

Unions (Staff) 
There are two main staff unions on campus. The Tertiary 

Education Union (TEU) is predominately made up of academic 

staff, while The Tertiary Institutes Allied Staff Association 

(TIASA) covers most allied staff. Some allied staff are covered 

by other unions depending on their type of work. For example 

our Security Staff are covered by the Service and Food Workers 

Union or Unite. You would have been informed of what union 

covers your work here at Unitec within the letter you received 

from Human Resources when you were offered your position. 

Unitec 

Unitec's legal name is Unitec Institute of Technology. Unitec is 

written in lower case, with an initial capital "U" at all times. 

Where appropriate, the first time it is mentioned in a 

document use Unitec Institute of Technology, thereafter 

Unitec. 

Unitec Mart 
Whether you're after health advice, medicines, deodorants, a 

refreshing drink, baked beans, lip gloss or even a snack, Unitec 

Mart (Pharmacy) is where you want to go. The Unitec Mart is 

dedicated to meeting all your pharmacy and convenience store 

needs. They are conveniently located in The Hub (Mt Albert 

Campus). 

V 
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http://thenest.unitec.ac.nz/?8A1F4E2C-F4C5-4CF7-A135-6E9A0AA281FB


http://thenest.unitec.ac.nz/fms/Resource%20Toolbox/Policies%20&%20Procedures/Vechicle%20Use%20and%20Staff%20Travel%20Policies%20&%20Procedures/Vehicle%20Parking%20Statute.pdf
http://www.unitec.vetcare.net.nz/
http://thenest.unitec.ac.nz/fms/Departments%20&%20Services/Organisational%20Development/Information%20&%20Technology%20Services/Documentation/Voicemail%20-%20User%20Guide.pdf
http://thenest.unitec.ac.nz/unitecintranet/services/information-management-services/documentation.cfm
http://thenest.unitec.ac.nz/unitecintranet/services/information-management-services/documentation.cfm
http://www.unitec.ac.nz/sites/default/files/public/documents/Waitakere%20map%202015.pdf
http://www.unitec.ac.nz/sites/default/files/public/documents/Waitakere%20map%202015.pdf
http://thenest.unitec.ac.nz/unitecintranet/services/information-management-services/wireless.cfm
http://thenest.unitec.ac.nz/unitecintranet/services/information-management-services/wireless.cfm
http://thenest.unitec.ac.nz/unitecintranet/services/information-management-services/wireless.cfm
http://thenest.unitec.ac.nz/unitecintranet/services/information-management-services/en/yammer-enterprise.cfm
https://www.yammer.com/unitec.ac.nz







