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Established in 2001, we set out on  
a mission. Our mission was simple:  
deliver quality training.

We continue to be humbled by and grateful to the 
increasing number of schools throughout Aotearoa who 
have trusted us with their students’ learning journeys. 
Many have found the Digital Correspondence products 
work well, while others prefer them printed, and some 
just want ITS onsite inspiring and lifting their students to 
lofty heights of personal growth and academic success 
they never dreamed possible.  It was fantastic that NZQA 
recognised this and said “The PTE supports the personal 
achievement and wellbeing of learners”. 
 
Our work with the disability sector grows, influencing 
dreams, achievement and the widening belief in abilities of 
our rangatahi from their teachers and whanau when they 
see the outcome of a course. It is incredibly inspiring to 
see a person do something really well that they and others 
never dreamed possible. This achievement grows and 
influences the student and so much more – that’s a book 
to write! 
 
We work hard to balance the needs of learners with the 
needs of the other stakeholders involved in students’ 
journeys - whanau, school, and employers, crafting 
beautiful learning journeys for a range of abilities, and we 
are super proud of our student’s success.  
 
We measure success in many ways, here’s a couple of 
examples of recent success. 

A word from Poppy & Dave
 
Sarah (RHS) said– “Students have loved you and are still 
buzzing over the Wonderful World of Retail course. Parents 
are also saying about how cool their kids have been since the 
course and are asking that they do more courses with you”.   
 
NZQA said “Professionally qualified staff understand 
their diverse learners well and work with them and their 
management or school to minimise barriers to learning” and 
“Students pass the programmes well with 85-100 per cent 
pass rates. ITS has a comprehensive understanding of the 
achievement data of each cohort via various self-assessment 
practices to ensure there is no parity gap in the achievement 
of Maori/Pasifika students. Completion rates for Maori are 
now sitting at 97 per cent, only 1 percentage point lower than 
the completion rate overall.  
 
Through manaakitanga and whanaungatanga, we gather the 
people, raise them up and embrace them as they join the ITS 
waka which traverses some amazing learning journeys and 
transforms lives. We pride ourselves on being an authentic, 
proactive and adaptable training organisation. We invite you 
to contact Lisanne or Poppy to discuss your needs for 2021 
and beyond.
Ngā mihi

Poppy & Dave
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Service Team
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Head Office
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We are excited about the huge range of unit standards and 
courses you can now choose to study, and the ways your 
students can study. ITS is committed to the continued 
development and upskilling of our tutors, which contributes 
to our success.  
 
LIVE Online - brings the tutor to the students without travel 
and is an excellent option for so many students. These 
carefully designed courses offer interactive online learning 
and discussion via Zoom with real Tutors. The students will 
have ongoing support from our staff as required. Students 
can join an ITS scheduled course or we run to suit your 
timetables for a minimum of 10. 
 
Correspondence - paper based or digital, this range 
continues to grow, so your students can enhance their 
learning at school by working on extra unit standards at 
their own pace. Digital products can be downloaded so 
continual internet connection is not required. They can also 
be printed, completed and scanned back to us for marking.  
 
Gateway Packages - have been trialled for two years and 
have been so successful we have them selling to more 
than Gateway Students. These have been enhanced and 
are now the Ako Pai range.   
 
Bespoke – we have some schools who run events and 
manage the Gateway with these events supported by a 
bespoke assessment package from ITS. Some now have a 
Level 2 and Level 3 option so everything can be achieved 
this way and work placements are not distracted by the 
paperwork requirements in work assessment brings. For 
many we have collaborated on the learning material and 
created magic for the students and the school.  

Seaside Sally’s is a unique, simulated workplace model 
created in 2015 by Poppy and the staff at ITS for teaching 
popular topics and unit standards.  Seaside Sally’s is a 
café, retail outlet and adventure park based on the “Island 
of St de Pier”.  It is used for all our hospitality and retail 
assessments where practical assessment in a simulated 
workplace is required.  It is also used as a context for many 
other units we deliver.  

Seaside Sally’s has a full staff manual, including workplace 
policies and procedures, and a full set of props.  With a 
stage set and props to create the workplace environment, 
students can get into their new roles and act out the skills 
they are studying.  Their learning becomes real rather 
than imagined.  In fact, we make Sally’s so believable that 
sometimes students are not quite sure if the Island of St de 
Pier is real or not ... 

Our Product Range

Seaside Sally’s
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Face to face - From our unique style of “hands-on” 
teaching, students can quickly gain practical skills 
and knowledge they need to grow their kete. As well 
as coming to you to deliver any of the courses in this 
prospectus, we also run a selection of our most popular 
courses on a regular basis. These are open to all schools 
and are available for you to book in students on an 
individual basis - so if you only have one or two students 
interested in a particular course, this is a great option to 
have up your sleeve. We have had great feedback from 
students who have attended these courses, they really 
enjoy meeting new people and having the opportunity to 
mix with students from other schools.
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LEARNING

We can come to your school and deliver exciting, 
interactive courses to your whole class* (prices quoted  
are based on minimum 14 students unless otherwise 
stated). Ask us for a quote whether your numbers are 
higher or lower as we are happy to meet your needs.   
 
If you don’t have the space, let’s work together on that.  
We can help! 

We are, where you are.

97% achievement  
rate overall

96% achievement rate for 
Maori and Pasifika students

97% of students said  
their tutors made  
learning enjoyable

96%97% 97%

All our courses can be tailored to suit you and your 
students’ needs.  Our customer service team will work with 
you every step of the way to make sure you have the right 
product for your students.
 
We bring everything; learning and assessment material, 
equipment, props and supplies required, staff and our 
100% commitment to do what we do, do well!

* In some cases travel and accomodation costs may apply.

Schools in 2020...

NB: all prices are excluding gst unless otherwise stated
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NZQA 2020 EER 
HIGHLIGHTS
New Zealand Qualifications Authoriry (NZQA) uses external evaluation and review (EER) to review 
the current quality of performance within tertiary education organisations (TEOs). After each EER, a 
report is published. Below is a summary of results from our report.

• There is a shared philosophy and belief across the organisation about meeting the most important needs 
of learners and the community. Proactive management and expert staff ensure achievement at ITS is 
robust across the many different programmes offered, forming graduates with the skills, knowledge and 
attitude to best fit their role in the community. 

• NZQA are Highly Confident in educational performance.

• NZQA are Highly Confident in capability in selfassessment.

• ITS is a high-performing organisation with proactive management leading to effective leadership.

• There is a shared philosophy and value across the organisation to ‘do what we do well’, which is about 
meeting the most important needs of learners and stakeholders.

• Students pass the programmes well, with 85-100 per cent pass rates. ITS has a comprehensive 
understanding of the achievement data of each cohort via various self-assessment practices to ensure 
there is no parity gap in the achievement of Māori/Pasifika students. Completion rates for Māori are now 
sitting at 97 per cent, only 1 percentage point lower than the completion rate overall.

• Learners, industry and the community gain valued outcomes. Graduates gain skills, knowledge and 
attributes for work or personal gain.

• Academic programmes are well-planned and wellresourced and relevant to the learners’ requirements. 
Outcomes meet the needs of students and the community. The PTE has responded to learner needs by, 
for example, travelling to remote areas, and introducing online learning.

• Professionally qualified staff understand their diverse learners well and work with them and their 
management or school to minimise barriers to learning.

• Pastoral care provided to students. Teaching and administration staff is comprehensive. The PTE supports 
the personal achievement and wellbeing of learners.
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MULTI PURPOSE PACKAGES
• UNIQUELY CRAFTED

• GATEWAY FRIENDLY

• WORKPLACE FRIENDLY

• FABULOUS SELF PACED INDUSTRY UNITS
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• Valuable skills and knowledge prior to going  
to a workplace to complete work experience. This 
enhances the workplace experience for  
all parties.

• Industry unit standards while completing their 
practical requirements in their work placement.

OUR TAILORED AKO PAI PACKAGES 
OFFER YOUR STUDENTS THE 
OPPORTUNITY TO GAIN:

THE COST FOR EACH PACKAGE INCLUDES: 
Prices are $165 per package

• Provision of all printed student learning and 
assessment material

• Material available by Digital or Post
• Marking of assessments 
• Ongoing support from our tutors is available at any 

time through our Student Help Desk email –  
support@its.ac.nz

WHAT IS NOT INCLUDED IN THE PRICE? Resit cost $17.50 including postage.
Printed certificates cost $10 each  
including postage.

• Changes to packages - you can get a bespoke course 
for groups, or try Correspondence products to choose 
from the extensive range there on page 49

TO PLACE AN ORDER To place an order online, visit our website 
www.its.ac.nz or send an email to 
schools@its.ac.nz outlining your requirements.
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EMPLOYABILITY SKILLS 
& WORK READINESS

PREPARE FOR EMPLOYMENT 11 CREDITS  $165

CREDITS THEORY PRACTICAL

Complete Complex Forms
(NZQA 24871  v4)

2 Yes No

Describe an employment relationship, and the application 
of employment law to that relationship (NZQA 1979 v10)

3 Yes No

Apply a problem-solving method to a problem
(NZQA 7123 v7)

3 Yes No

Maintain personal presentation and a positive attitude in 
workplaces involving customer contact (NZQA 62 v9)

3 No
Yes 

(workplace)

TUTUKI       

                                                                                    

11 CREDITS  $165

CREDITS THEORY PRACTICAL

Demonstrate knowledge of diversity in the workplace 
(NZQA 377 v8)

2 Yes No

Communicate in a group/team which has an objective 
(NZQA 9677 v10)

3 Yes
Yes 

(workplace or
school)

Demonstrate knowledge of time management
(NZQA 12349 v6)

3 Yes No

Describe strategies for managing stress
(12355 v6)

3 Yes No

LEVEL 2

Want to get work ready?  Come to grips with what to 
expect when starting a new job. Learn to fill out an 
application form, how to understand your employment 
contract and your rights as an employee. Learn 
strategies to manage problems at work and other 
important skills.  

Tutuki – to extend and succeed - an inspirational, 
empowering journey. Tutuki is perfect for developing 
personal communication skills, good manners, 
etiquette and behaviour that is appropriate in the 
workplace as well as the benefits of working with a 
diverse team.  Learn about teamwork, how to manage a 
workload and deal with stress in a new job. 



IN-WORK SKILLS 11 CREDITS  $165

CREDITS THEORY PRACTICAL

Give feedback on performance in the workplace
(NZQA 9705 v7)

3 Yes
Yes (workplace 

or school)

Listen actively to gain information in an interactive 
situation
(NZQA 11097 v5)

3 Yes
Yes (workplace 

or school)

Contribute within a group or team which has an objective
(NZQA 9681 v7)

3 Yes
Yes (workplace 

or school)

Demonstrate knowledge of sleep and sleep management in 
relation to work performance
(NZQA 21337 v4)

2 Yes No

EMPLOYABILITY SKILLS 
AND WORK READINESS  

LEVEL 3

Work as a team to become a better listener and 
communicator, and gain skills to be a great leader. 
Understand how to give feedback to people you work 
with, communicate, and collaborate in a team and 
understand why a good night’s sleep is important.

11AKO PAI
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SERVICE INDUSTRIES 
LEVEL 2

FOOD SAFE, SERVICE SMART 14 CREDITS  $165

CREDITS THEORY PRACTICAL

Practice food safety methods in a food business under 
supervision
(NZQA 167 v8)

4 Yes
Yes  

(workplace)

Prepare and serve hot and cold non-alcoholic drinks for a 
commercial hospitality establishment
(NZQA 14425 v7)

5 Yes
Yes 

(workplace)

Prepare and clear areas for table service for a commercial 
hospitality establishment 
(NZQA 14434 v7)

3 Yes
Yes 

(workplace)

Provide customer service
(NZQA 57 v9)

2 Yes
Yes 

(workplace)

UNDERSTAND CUSTOMER SERVICE 10 CREDITS  $165

CREDITS THEORY PRACTICAL

Demonstrate knowledge of maintaining a safe and secure 
environment for people in the hospitality industry 
(NZQA 14466 v6)

2 Yes No

Provide customers with information about an establishment 
in the hospitality industry
(NZQA 14469 v6)

2 Yes
Yes 

(workplace)

Interact with customers in a service delivery context 
(NZQA 28145 v1)

2 No
Yes 

(workplace)

Demonstrate and apply knowledge of legislation applicable 
to sale of goods and services 
(NZQA 11968 v9)

4 Yes
Yes 

(workplace)

A perfect package for anyone that wants to start 
working in Hospitality.  Understand the importance of 
Food Safety and learn key formative skills you need to 
start your new career! 

The service industry requires you to have a wide range of 
skills.  This starter package will give the best start!  This is 
a great mix of theory and practical assessments.  Will suit 
anyone that wants to work in hospitality, retail or travel 
and tourism.



RETAIL SKILLS 101 10 CREDITS  $165

CREDITS THEORY PRACTICAL

Use safe work practices in a retail environment under 
supervision 
(NZQA 11971 v7)

3 No
Yes 

(workplace)

Establish and maintain positive customer service 
interactions in a retail environment 
(NZQA 11941 v7)

2 No
Yes 

(workplace)

Assist customers to select goods and/or services
(NZQA 11938 v4)

5 No
Yes 

(workplace)

SUCCESS IN RETAIL 10 CREDITS  $165

CREDITS THEORY PRACTICAL

Demonstrate knowledge of products and product 
information in a retail environment
(NZQA 28301 v3)

5 Yes No 

Demonstrate knowledge of theft and fraud in a retail or 
distribution environment 
(NZQA 24997 v4)

5 Yes No

Learn how to maintain positive customer service 
interactions in a retail environment while following safe 
work practices. Employers need staff with these skills. 
Being safe, positive and helpful is mandatory for all staff 
to look after customers and keep the business healthy and 
safe.

Learning the skills required to be successful in retail, 
the importance of product knowledge and effective 
communication skills are only a couple of things this 
package offers. This course also delves into the world 
of theft and fraud and the effect that can have to the 
workplace.

13AKO PAI
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SUCCESS IN CAFE SERVICE 10 CREDITS  $165

CREDITS THEORY PRACTICAL

Provide café service in a hospitality establishment 
(NZQA 14441 v6)

5 No
Yes 

(workplace)

Provide hospitality sales and service opportunities to 
customers 
(NZQA 21853 v5)

5 Yes
Yes 

(workplace)

CHEF’S STARTER KETE 12 CREDITS  $165

CREDITS THEORY PRACTICAL

Demonstrate knowledge of culinary products and terms 
(NZQA 18497 v6)

8 Yes No

Demonstrate knowledge of food contamination hazards, 
and control methods used in a food business 
(NZQA 168 v7)

4 Yes No

RESPONSIBLE MIXOLOGY 5 CREDITS  $165

CREDITS THEORY PRACTICAL

Demonstrate knowledge of maintaining a responsible 
drinking environment as a server in a licensed premise 
(NZQA 4645 v9)

2 Yes No

Demonstrate knowledge of alcoholic and non-alcoholic 
beverages 
(NZQA 14420 v7)

3 Yes No

SERVICE INDUSTRIES 
LEVEL 3

An opportunity for students to get real hands-on 
experience – serving in a café and working with customers 
and get assessed on the skills that they will learn along the 
way. 

A great introduction for anyone who wants a career in the 
kitchen. Gain an understanding of the culinary products 
and terms used in the industry. Learn about the safe 
food practises required for all food handlers, which is a 
requirement under the Food Act 2014.   

A taster for anyone wanting to work in the hospitality 
industry.  Learn knowledge of alcoholic and non-alcoholic 
beverages and how these are presented in the industry. 
Understand the importance of being a responsible host in 
a Licensed Premise and how to keep your customers, staff 
and community safe. 



ADVANCED CUSTOMER SERVICES 10 CREDITS  $165

CREDITS THEORY PRACTICAL

Demonstrate and apply product and/or service knowledge 
(NZQA 11818 v6)

2 Yes
Yes 

(workplace)

Apply skills and qualities of a salesperson in a retail or 
distribution environment 
(NZQA 11831 v7)

6 Yes
Yes 

(workplace)

Employ customer service techniques to accommodate 
customer behavioral styles in a workplace 
(NZQA 376 v8)

2 Yes
Yes 

(workplace)

STORE DETECTIVE 7 CREDITS  $165

CREDITS THEORY PRACTICAL

Explain practices to detect and reduce staff theft and fraud 
in a retail or distribution environment
(NZQA 24999 v2)

4 Yes No

Explain the legal definitions and consequences of theft and 
fraud in a retail or distribution environment 
(NZQA 24996 v2)

3 Yes No

Learn the skills and qualities needed to become a 
confident customer service superstar. Understand the 
importance of product knowledge and information 
and how to accommodate different behaviours and 
requirements.  

This is a great package that will provide you with the 
means to explain practices used to detect and reduce 
staff and customer theft or fraud in a retail or distribution 
environment. You will learn the legal definitions, 
terminology used and the consequences that can occur.                   

15AKO PAI
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OPEN SCHOOL
COURSES

Book in any student, anywhere 

These courses are open to all schools and are available for 
you to book in students on an individual basis - so if you 
only have one or two students interested in a particular 
course, this is a great option to have up your sleeve.  

If you want a course and just have a small number of 
students - lets work together and cluster students from 
other schools  - we get the numbers, run the course and 
students gain access to learning - just let us know what 
you want.

We’ve had great feedback from students who have 
attended these courses, they really enjoy meeting new 
people and having the opportunity to mix with students 
from other schools.  

Keep an eye on our website for upcoming course dates 
near you or ask us - call 0800 464 487 or email  
schools@its.ac.nz

www.its.ac.nz
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FACE TO FACE 
COURSES 
- WE COME TO YOU

THE PRICE INCLUDES:

• All printed student learning and  
assessment material 

• Marking of assessments 

• Certificate of completion

• 1 free resit

FACE TO FACE COURSES
This is where we offer some of our great courses to be 
completed at school. We will bring all course material and 
assessments.

These essential but often overlooked skills will help give 
students the edge in being successful in making their way 
in the real world

You can book by phoning customer service on  
0800 464 487 or email schools@its.ac.nz.  
We will supply an MOU to be signed. 
 
We confirm the booking via email. The school is responsible 
for checking details and notifying us if alteration is required 
to the initial booking within a week of our course approval 
email. Please check the details. 

• Three weeks out, we will request final confirmation, and 
a good indication of numbers you will have, student 
names and class times, including breaks so we can do 
day plans.

• 1 week out, please confirm student names  
and numbers.

• 48 hours out, please let us know of any changes to 
student numbers.  

• In some cases travel and accomodation costs may 
apply.

ITS will email an Authorisation to Report (A2R) no later than 
three weeks after the course has been completed. 
 
Not yet achieved students will be on separate A2R.  Once 
they have achieved, this will be sent to you. 
 
Most schools report the credits, if you want ITS to do that 
just ask, we can do that for you.

Reporting of students’ results



LIFE AND  
COMMUNICATION 
SKILLS

19

A wise man will make  
more opportunities 
than he finds. 
- Francis Bacon

“
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TOOLKIT FOR STUDY, 
WORK AND LIFE - 1 DAY 

If you want to study specific areas, 
you can.  Mix and match to create 
your own 1-day course.  

Choose any two of the units from the 
5-day course and we will deliver them 
as a one day course for you.  

Just let us know which two units you 
would like us to deliver.  

Level

Cost

Duration 1 day1

$145

LEVEL ONE

TOOLKIT FOR STUDY, 
WORK AND LIFE - 2 DAY 

Suggested Combination

NZQA unit 1978 v9, 3 credits 
Identify and describe basic employment 
rights and responsibilities, and sources of 
information and assistance. 

NZQA unit 4249 v8, 3 credits
Describe obligations as an employee

NZQA unit 24705 v3, 2 credits
Interpret and confirm accuracy of financial 
documents for personal financial capability

NZQA unit 24709 v4, 3 credits
Produce a balanced budget to manage 
personal finances

Level  1

Cost $255

Duration  2 Days

Credits 11

NZQA unit 1978 v9, 3 credits 
Identify and describe basic 
employment rights and 
responsibilities, and sources of 
information and assistance.  

NZQA unit 4249 v8, 3 credits
Describe obligations as an employee

NZQA unit 497 v10, 3 credits
Demonstrate knowledge of workplace 
health and safety requirements

NZQA unit 548 v9, 3 credits
Demonstrate knowledge of the impact 
of alcohol and other drugs

NZQA unit 24709 v4, 3 credits
Produce a balanced budget to 
manage personal finances

NZQA unit 24705 v3, 2 credits
Interpret and confirm accuracy of 
financial documents for personal 
financial capability

NZQA unit 12348 v5, 2 credits
Demonstrate knowledge of anger and 
options for dealing with anger issues

NZQA unit 56 v9, 2 credits
Respond orally to customer enquiries

Level

Credits Cost

Duration 5 days1

$55021

This is a must-have toolkit with 
valuable work ready and transferable 
skills.  An action packed 5-day 
course. Grow in confidence by gaining 
knowledge of real workplace rules and 
expectations of wellness, behaviour, 
timeliness, and communication 
skills.  Learn about basic employment 
rights, Health & Safety and gain 
understanding of the impact drugs 
and alcohol can have. 

TOOLKIT FOR STUDY,  
WORK AND LIFE - 5 DAYS



INTERVIEW SKILLS 

Gain confidence to interview well and 
make a positive first impression. 

Learn about the different types of 
interviews that are used and what 
behaviours are required to make a 
positive impression.

21

NZQA unit 1294 v7, 2 credits
Be interviewed in a formal interview

TEACHERS SAY

It’s great to have the 

practical experience to 

underpin learning.”

“

Level:

Credits: Cost

Duration 1 day2

$1452

MANAGE STRESS AND 
DEVELOP RESILIENCE

Learn skills to help you manage your 
stress and improve your work-life 
balance. 

Stress affects each one of us 
differently and this course will teach 
you ways on how to deal with stress 
you may encounter during your day to 
day routine

 
NZQA unit 12355 v6, 3 credits   
Describe strategies for managing 
stress

Level:

Credits: Cost

Duration 1 day2

$1453

LIFE AND COMMUNICATION SKILLS

LEVEL TWO 
OVERCOME  
INTERVIEW NERVES  

Overcome those interview nerves...

Preparation is the best way to 
overcome interview nerves, along 
with remembering that a certain 
amount of anxiety in a stressful 
situation is healthy.   

Learn how to stay calm in your 
interview and overcome your fears. 
What you can do to face an interview 
panel with.

Level:

Credits: Cost

Duration 2 days2

$2455

NZQA unit 1294 v7, 2 credits
Be interviewed in a formal interview

NZQA unit 12355 v6, 3 credits   
Describe strategies for managing 
stress  

LOOKING FOR SOMETHING ELSE?  
We understand your students have 
different needs.  ITS can create a bespoke 
training package upon request.  Our 
customer service team is here to help on 
0800 464 487 or email schools@its.ac.nz
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NZQA unit 1979 v10, 3 credits 
Describe employment agreements

NZQA unit 24871 v4, 2 credits 
Complete complex forms

NZQA unit 7123 v7, 3 credits
Apply a problem-solving method to a 
problem

INTRODUCTION TO 
EMPLOYMENT 

NZQA unit 377 v8, 2 credits
Demonstrate knowledge of diversity in 
workplaces

NZQA unit 9677 v10, 3 credits 
Communicate in a team or group 
which has an objective

NZQA unit 12349 v6, 3 credits
Demonstrate knowledge of time 
management

NZQA unit 12355 v6, 3 credits
Describe strategies for managing 
stress

Level:

Credits: Cost

Duration 2 days2

$2458

Develop personal behaviours and 
etiquette for the workplace.  

Tutuki means to extend and succeed. 
inspirational, empowering journey that 
is full of fun! 

Tutuki is perfect for developing 
personal communication skills, good 
manners, etiquette and behaviour 
that is appropriate in the workplace as 
well as the benefits of working with a 
diverse team.  

TUTUKI 
- TO EXTEND, SUCCEED

Level:

Credits: Cost

Duration 2 days2

$24511

Want to get work ready?  Get to grips 
what to expect when starting a new 
job. 

Learners will be taken through how 
to understand your employment 
contract, your rights as an employee 
and what you need to know when you 
become employed.  Learn strategies 
to manage problems at work.

LEVEL TWO 
PLAN YOUR FUTURE

This is a great course for people who 
have a dream but no plan on how to 
make it reality. 

This course is not just for school 
students, but it is for anyone that has 
a dream but no plans on how to make 
it a reality.  

It delves into setting short-term and 
long-term goals and researching 
different career pathway options.

 
NZQA unit 10781 v6, 3 credits
Produce a plan for own future 
directions

Level:

Credits: Cost

Duration 1 day2

$1453

STUDENTS SAY

Simple and fun tasks helped us 

better understand and learn 

everything in the course.”

“
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Get equipped with essential work 
ready, communication and customer 
service skills to be prepared for any 
industry.

This awesome, action-packed 4-day 
course launches students on their 
employment journey as they are taken 
through the induction programme 
of our simulated workplace, Sally’s 
Adventure Park.  

This course is for anyone who likes fun 
and interactive learning. 

Level:

Credits: Cost

Duration 4 days2

$45019

NZQA unit 24871 v4, 2 credits
Complete complex forms

NZQA unit 1979 v10, 3 credits
Describe employment agreements

NZQA unit 7123 v7, 3 credits
Apply a problem-solving method to a 
problem

NZQA unit 9677 v10, 3 credits
Communicate in a group/team which 
has an objective

NZQA unit 377 v7 8, 2 credits 
Demonstrate knowledge of diversity in 
the workplace

NZQA unit 11941 v7, 2 credits 
Establish and maintain positive 
customer service interactions in a 
retail environment

NZQA unit 57 v9, 2 credits
Provide customer service

NZQA unit 28145 v1, 2 credits
Interact with customers in a service 
delivery context. 

X FACTOR PLUS LEVEL 2

“ It was interesting to learn how 

body language and first 

appearances can influence an 

employer’s impression of you.” 

STUDENTS SAY
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If your actions inspire 
others to dream more, 
learn more, do more and 
become more, you are a 
leader.” 
- JOHN QUINCY ADAMS

24

“

Level:

Credits: Cost

Duration 1 day3

$1454

Leadership 101 is about the 
communication skills and confidence 
you need to be a leader. Working as 
a team, listening skills, and giving 
constructive feedback are valuable 
transferable skills that employers are 
looking for.  The course is more than 
that though – magic happens. We 
have the shyest non-communicators 
speaking up as they learn to break 
down barriers that prevent the 
greatest of opportunities.

Level:

Credits: Cost

Duration 2 days3

$25512

NZQA unit 9705 v7, 3 credits
Give feedback on performance in the 
workplace

NZQA unit 11097 v5, 3 credits
Listen actively to gain information in 
an interactive situation

NZQA unit 9681 v7, 3 credits
Contribute within a team or group 
which has an objective

NZQA unit 1312 v7, 3 credits
Give oral instructions in the workplace

LEADERSHIP 101

LEVEL THREE

MANAGE SUBSTANCE 
IMPAIRMENT IN THE 
WORKPLACE

This workshop is a journey of 
discovery.  Students are enlightened 
on how to keep themselves safe at 
work and what to do if there are other 
workers with drug and/or alcohol 
related problems.  

As this is an area that is now very 
important under the new legislation, 
this course will add a valuable 
qualification to the CVs of your 
potential workplace leaders or people 
going to work in small businesses that 
may not have policies in place in this 
area.  

NZQA unit 22316 v6, 4 credits
Demonstrate knowledge of the 
management of drug and alcohol 
related problems in the workplace

WORKPLACE 
COMMUNICATION

Level:

Credits: Cost

Duration 1 day3

$1454

Learn the art of communication and 
how to overcome barriers.

Communication is an important 
factor in every day life and has many 
different channels. 

Discover ways to overcome barriers 
in communication and learn the 
solutions for becoming a more 
effective communicator.  

NZQA unit 9694 v8, 4 credits
Demonstrate and apply knowledge of
communication process theory 
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HĀPAI  
- TO TAKE UP, SUPPORT, ELEVATE

Get real work-readiness skills.  Hāpai 
means to lift up, support, elevate, to 
start off on a new journey.  

You will gain an understanding how 
some actions  can affect performance 
in the workplace.  

Learn about Drug and Alcohol 
awareness in the workplace, 
managing your sleep and how to 
become an effective communicator.

 
NZQA unit 9694 v8, 4 credits
Demonstrate and apply knowledge of 
communication process theory

NZQA unit 22316 v6, 4 credits
Demonstrate knowledge of the 
management of drug and alcohol-
related problems in the workplace.  

NZQA unit 21337 v4, 2 credits
Demonstrate knowledge of sleep and 
sleep management in relation to work 
performance 

NZQA unit 376 v8, 2 credits
Employ customer service techniques 
to accommodate customer behaviour 
styles in a workplace

Get skills to be a better communicator 
and how to overcome challenges to 
become an effective and valuable 
team member.

This is a great option for year 13 
students.  This course is set in Seaside 
Sally’s workplace and is designed 
for learners to build confidence, 
communication, and leadership skills.  

All students who complete this 5-day 
course will learn skills to overcome 
challenges like speaking in groups and 
giving feedback in tough situations. 

This is a “must-have” communication 
skill for future leaders and a 
confidence building journey for all.

Level:

Credits: Cost

Duration 5 days3

$55021

NZQA unit 9705 v7, 3 credits
Give feedback on performance in the 
workplace

NZQA unit 11097 v5, 3 credits
Listen actively to gain information in 
an interactive situation

NZQA unit 9681 v7, 3 credits
Contribute in a group/team which has 
an objective

NZQA unit 9694 v8, 4 credits
Demonstrate and apply knowledge of 
communication process theory

NZQA unit 11818 v6, 2 credits
Demonstrate and apply product and/
or service knowledge

NZQA unit 11831 v7, 6 credits
Apply skills and qualities of a 
salesperson in a retail or distribution 
environment

STUDENTS SAY

The X Factor course 
was amazing ... I really 
enjoyed the way we 
were taught ... there was 
always so much energy.” 

“

X FACTOR PLUS LEVEL 3

Level:

Credits: Cost

Duration 3 days3

$32012

LEVEL THREE
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TEAMWORK
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Talent wins games, 
but teamwork and 
intelligence win 
championships."  
- Michael Jordan

“



Industry 
Training 
Solutions

28



TEAM BARBECUE

You will be part of a team, 
collaborating and planning over two 
days to create and serve a BBQ meal.
This is a very popular course with 
great outcomes – big “WOWS” and 
“YUMS”!   

Sounds simple but you will learn and 
practice Basic Food Safety - you make 
everything except the bread! It shows 
the students some useful team, BBQ 
and food safety skills that go way 
beyond the sausage sizzle. 

NZQA unit 9677 v10, 3 credits  
(level 2)
Communicate in a team or group 
which has an objective

NZQA unit 167 v8, 4 credits
(level 2)
Practice food safety methods in a 
food business under supervision

OR

NZQA unit 9681 v7, 3 credits
(level 3)
Contribute in a group/team which has 
an objective

NZQA unit 168 v7, 4 credits
(level 3)
Demonstrate knowledge of food 
contamination hazards and control 
methods used in a food business

TEAMWORK

Level:

Credits: Cost

Duration 2 days2 or 3

$2607

29

SERVICE AT THE PARK

Based at Sally’s Adventure Park, this 
interactive course has you working as 
a team and providing great service.  

You will also learn how to interact with 
and appreciate all people who are 
different from you. We are all different 
and unique - NZ is a melting pot of 
diverse people!  You will learn and 
understand that these skills and traits 
can be beneficial in the workplace

This all takes place at Sally’s 
Adventure Park, where you will be 
working as a team to look after the 
tourists from the cruise ship. The two 
days will be interactive, and you will 
learn to communicate and sell to a 
diverse audience.

NZQA unit 377 v8, 2 credits
Demonstrate knowledge of diversity in 
workplaces

NZQA unit 9677 v10, 3 credits
Communicate in a team or group 
which has an objective 

NZQA unit 28145 v1, 2 credits
Interact with customers in a service 
delivery context 

Level:

Credits: Cost

Duration 2 days2

$2457
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YOUR FUTURE

515 Main Street, Palmerston North, 4410 NZ - 06 356 2736

Call 0800 464 487
Email: Bookings@its.ac.nz

Great Coffee and Safe Food 
Learn to make great coffee and safe food – get ready for a part time job or a new 
step into a fun career with this amazing training opportunity. 

You will learn to make espresso beverages with lots of machine time. NZQA unit 167 
which is an essential training for all food handlers and meets the compulsory  
training requirements of all food handlers under the Food Act 2014, from market 
stalls, cafes and restaurants to senior living and childcare centres

NZQA units covered
NZQA unit 17285 v9, 4 credits
Demonstrate knowledge of commercial espresso coffee equipment and prepare espresso 
beverages under supervision

NZQA unit 167 v8, 4 credits
Practice food safety methods in a food business under supervision

NZQA unit 20666 v6, 2 credits  
Demonstrate basic knowledge of contamination hazards and control methods used in a food 
business. 

ALLSORTS OF  

COURSES  
FOR ALL SORTS  

OF PEOPLE

Two Days:  
- $275
- 10 credits
- Level 2

www.its.ac.nz



All courses will take place in the context of our own famous 
Seaside Sally’s (in this case Sally’s Distribution Centre) 
which supplies Seaside Sally’s Café & Retail outlets and 
Sally’s Adventure Parks. Every day will include plenty of role 
play, making the subjects fun, interesting and real for the 
students.

LOGISTICS AND 
DISTRIBUTION,  
WAREHOUSING 
BASICS

31

The line between  
disorder and order  
lies in logistics…”  
– Sun Tzu

“

YOUR FUTURE

515 Main Street, Palmerston North, 4410 NZ - 06 356 2736

Call 0800 464 487
Email: Bookings@its.ac.nz

Great Coffee and Safe Food 
Learn to make great coffee and safe food – get ready for a part time job or a new 
step into a fun career with this amazing training opportunity. 

You will learn to make espresso beverages with lots of machine time. NZQA unit 167 
which is an essential training for all food handlers and meets the compulsory  
training requirements of all food handlers under the Food Act 2014, from market 
stalls, cafes and restaurants to senior living and childcare centres

NZQA units covered
NZQA unit 17285 v9, 4 credits
Demonstrate knowledge of commercial espresso coffee equipment and prepare espresso 
beverages under supervision

NZQA unit 167 v8, 4 credits
Practice food safety methods in a food business under supervision

NZQA unit 20666 v6, 2 credits  
Demonstrate basic knowledge of contamination hazards and control methods used in a food 
business. 

ALLSORTS OF  

COURSES  
FOR ALL SORTS  

OF PEOPLE

Two Days:  
- $275
- 10 credits
- Level 2

www.its.ac.nz
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A great introduction to the world of 
Logistics, Distribution and Warehousing 
basics.

This interactive programme, we will 
translate the jargon and help to turn 
what could be overwhelming technical 
terms into practical, everyday language. 

Make sense of the technical and take the 
fear out of the unknown.

NZQA unit 28497 v2, 10 credits
Demonstrate technical knowledge of
distribution facility operations

LOGISTICS AND DISTRIBUTION 33

LEVEL THREE 

LOGISTICS AND 
DISTRIBUTION, 
WAREHOUSING BASICS

Level:

Credits: Cost

Duration 2 days3

$27010

Other courses suitable for this industry

• Manage Stress and Develop Resilience - pg 21

• Tutuki - pg 22

• Workplace Communication - pg 24

• Leadership 101 - pg 24

• Manage Substance Impairment in the Workplace - pg 24

• Hāpai - pg 25
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CUSTOMER 
SERVICE  
AND RETAIL

35

Smell the roses. Smell the 
coffee. Whatever it is that 
makes you happy."  
- Rita Moreno

“
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INTRODUCTION TO 
CUSTOMER SERVICE

RETAIL SKILLS  
101 

NZQA unit 11968 v9, 4 credits 
Demonstrate and apply knowledge of 
legislation applicable to sale of goods 
and services

NZQA unit 57 v9, 2 credits
Provide customer service

NZQA unit 1277 v7, 3 credits
Communicate information in a 
specified workplace

NZQA unit 28145 v1, 2 credits
Interact with customers in a service 
delivery context

NZQA unit 11938 v6, 5 credits
Assist customers to select goods  
and/or services

NZQA unit 11971 v7, 3 credits
Use safe work practices in a retail 
environment under supervision

NZQA unit 11941 v7, 2 credits
Establish and maintain positive 
customer service interactions

Learn the five values of ‘G.R.E.A.T’ 
customer service and be a service 
star!

Essential training for all employees in 
any industry in New Zealand. 

This amazing two-day course builds 
the confidence to give great service 
and covers issues such as personal 
grooming and successful positive 
communication. Learn about the legal 
terms and your rights as a consumer 
in the service industry.

Learn the importance of effective 
communication and product 
knowledge to be successful in retail. 

This all takes place at Seaside Sally’s 
own simulated ‘world famous seaside 
shop’. Many students work in part 
time roles or aspire to a career in a 
customer service or retail role. 

Maintain positive customer service 
interactions in a retail environment 
while following safe work practices.

Employers need staff with these skills. 
Being safe, positive, and helpful is 
mandatory for all staff to look after 
customers and keep the business 
healthy and safe. 

Level:

Credits: Cost

Duration 2 days2

$24511

Level:

Credits: Cost

Duration 2 days2

$24510

36

LEVEL TWO

STUDENTS SAY

I enjoyed all the role-play and 

learning how complicated 

customer service really is” 

“

SUCCESS IN  
RETAIL

NZQA unit 28301 v3, 5 credits
Demonstrate knowledge of products 
and product information in a retail 
environment. 

NZQA unit  24997 v4, 5 credits
Demonstrate knowledge of theft 
and fraud in a retail or distribution 
environment. 

Learn the importance of effective 
communication and product 
knowledge to be successful in retail. 

Learning the skills required to be 
successful in retail are only a couple 
of things that this course offers.  

You will learn about the importance 
of product knowledge and effective 
communication skills.  

Also delves into the world of theft and 
fraud and the effect that can have to 
the workplace.

Level:

Credits: Cost

Duration 2 days2

$24510



More Customer Service and Retail are 
in these other courses. 
 
X Factor Plus L2 - pg 23
X Factor Plus L3 - pg 25
High Tea - pg 41
Café Counter Service - pg 44 
Bartenders ABC - pg 45

ADVANCED CUSTOMER 
SERVICE

NZQA unit 11818 v6, 2 credits
Demonstrate and apply product 
and/or service knowledge

NZQA unit 11831 v7, 6 credits
Apply skills and qualities of a 
salesperson in a retail or 
distribution environment

NZQA unit 376  v8, 2 credits
Demonstrate and apply product 
and/or service knowledge

Become a retail superstar by using 
your new salesperson skills and 
customer service techniques. 

Learn the skills and qualities needed 
to become a confident customer 
service superstar.  

Understand the importance of 
product knowledge and information 
and how to accommodate different 
behaviours and requirements.  

CUSTOMER SERVICE AND RETAIL

Level:

Credits: Cost

Duration 2 days3

$24510

Whatever you are,  
be a good one."  
- Abraham Lincoln

37

LOSS  
PREVENTION SKILLS

Level:

Credits: Cost

Duration 2 days3

$24510

NZQA unit 24999 v2, 4 credits
Explain practices to detect and 
reduce staff theft and fraud in a retail 
or distribution environment 

NZQA unit 24996 v2, 3 credits
Explain the legal definitions and 
consequences of theft and fraud in a 
retail or distribution environment

NZQA unit 1296 v7, 3 credits
Be interviewed in an informal situation

LEVEL THREE

Learn the ins and outs of being a 
Store Detective!  This is a great course 
that will provide you with the means 
to explain practices used to detect 
and reduce staff and customer theft 
n fraud in a retail or distribution 
environment. 

Learn strategies to be able to 
interview those that commit the 
crime. You will learn the legal 
definitions, terminology used and the 
consequences that can occur.                  

“
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We will roll up with everything we need to deliver our  
Tea & Coffee programmes, except for the kitchen sink, 
water and electricity. Please make sure you have that at 
your venue.

 TEA & 
COFFEE

39

Coffee is a language  
in itself." 
- Jackie Chan“



BARISTA 101

NZQA unit 17284 v6, 3 credits  
(level 3)
Demonstrate knowledge of coffee 
origin and production
 
NZQA unit 17285 v9, 4 credits  
(level 2) 
Demonstrate knowledge of 
commercial espresso coffee 
equipment and prepare espresso 
beverages under supervision

Discover the wonderful world of coffee 
- two days of practical learning. Learn 
about the history and production of 
coffee, understand more about the 
beans used to make great coffee. 

You will also get plenty of hands-on 
experience on the espresso machines, 
making coffees.

Level:

Credits: Cost

Duration 2 days2 & 3

$2707

COFFEE ESSENTIALS

NZQA unit 17285 v9, 4 credits
Demonstrate knowledge of 
commercial espresso coffee 
equipment and prepare espresso 
beverages under supervision

NZQA unit 17286 v8, 2 credits
Prepare and present pressed coffee 
for service

NZQA unit 17287 v7, 2 credits
Prepare and present filtered coffee  
for service

Two practical days learning about, and 
making espresso beverages, pressed 
and filter coffees.

This practical course covers unit 
standards about basic coffee methods 
and techniques. 

Topics covered are espresso 
beverages, pressed and filtered coffee, 
brewing, machinery and equipment 
and serving. 

There is plenty of time allowed for 
learning and practice on the espresso 
machines and with the filter and 
coffee press equipment.

Level:

Credits: Cost

Duration 2 days2

$2708

GREAT COFFEE  
AND SAFE FOOD

NZQA unit 17285 v9, 4 credits
Demonstrate knowledge of 
commercial espresso coffee 
equipment and prepare espresso 
beverages under supervision
 
NZQA unit 167 v8, 4 credits 
Practice food safety methods in a 
food business under supervision

NZQA unit 20666 v6, 2 credits
Demonstrate basic knowledge of 
contamination hazards and control 
methods used in a food business

Learn to make great coffee and safe 
food – get ready for a part time job or 
a new step into a fun career with this 
amazing training opportunity. 
You will learn to make espresso 
beverages with lots of machine time.

NZQA unit 167 which is an essential 
training for all food handlers and 
meets the compulsory training 
requirements of all food handlers 
under the Food Act 2014, from market 
stalls, cafes and restaurants to senior 
living and childcare centres

Level:

Credits: Cost

Duration 2 days2

$27510



LOOKING FOR SOMETHING ELSE? 
ITS Ako Pai Packages can be a 
delivered as a course too. 
 
Service Industries - 5 level 3 options 
Employability Skills - 1 level 3 options 
 
Many more level 2 options as well. 
 
Get more detail on www.its.ac.nz or give 
us a call on 0800 464 487, our customer 
service team are ready to assist or email 
schools@its.ac.nz

COFFEE
41

HIGH TEA

NZQA unit 22428 v6, 2 credits
Prepare and serve tea
 
NZQA unit 14436 v6, 4 credits 
Provide table service for a commercial 
hospitality establishment

NZQA unit 13281 v7, 2 credits 
Prepare and present basic 
sandwiches for service

NZQA unit 157 v9, 2 credits 
Provide customer service

There is more to life than COFFEE!  
Learn ways to prepare and serve tea 
with flair.

Add a touch of class with a practical 
hands-on High Tea. Learn to prepare, 
present and perfect a High Tea with all 
the trimmings. 

Prepare sandwiches and provide 
table service, while also giving great 
service.

Level:

Credits: Cost

Duration 2 days2 

$27010
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HOSPITALITY
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The best way to  
find yourself is to lose 
yourself in the service 
of others.” 
– Gandhi

“
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BASIC FOOD SAFETY

NZQA unit 20666 v6, 2 credits
Demonstrate basic knowledge of 
contamination hazards and control 
methods used in a food business

Optional Add-on
NZQA unit 167 is a practical unit, 
designed for those who are in a 
workplace, or are working regularly 
with food in a training environment.  
Two practical observations are 
required to complete this unit, at least 
a day apart.  

If students are in a hospitality 
programme at school and/or are in a 
position where they can be observed 
meeting the practical requirements of 
the unit, then we can assess students 
to NZQA unit 167 as an alternative 
option to unit 20666.  (All practical 
observation requirements must be 
met by the school.)

NZQA unit 167 v8, 4 credits
Practice food safety methods in a 
food business under supervision 

Essential training for all food 
handlers - this workshop meets the 
compulsory training requirements of 
all food handlers under the Food Act 
2014, from market stalls, cafes and 
restaurants to senior living and child 
care centres. 

We can deliver this course either on 
site for you at school, or students can 
be booked online individually onto 
any of our public Basic Food Safety 
courses in your area.  

44

Level:

Credits: Cost

Duration 1 day2

$1452

LEVEL TWO

CAFÉ COUNTER 
SERVICE

NZQA unit 14440 v7, 2 credits
Prepare and clear areas for counter 
food service for a commercial 
hospitality establishment

NZQA unit 28145 v1, 2 credits
Interact with customers in a service 
delivery context

NZQA unit 14425 v7, 5 credits
Prepare and serve hot and cold non 
alcoholic drinks for a commercial 
hospitality environment

NZQA unit 167 v8, 4 credits
Practice food safety methods in a 
food business under supervision

Level:

Credits: Cost

Duration 2 days2

$27013

The Hospitality Industry is an exciting 
and rewarding industry to work in and 
this is a nice taster.

Get a real taste of what it is like and 
prepare for work.  Employers still need 
people that have the basic training for 
the skills required. 

Learn about the safe food practises 
required for all food handlers, which 
is a requirement under the Food Act 
2014.  

Taking orders, preparing counter 
food and beverages, and serving 
customers, are all part of this 
package.



HOSPITALITY 45

Level:

Credits: Cost

Duration 2 days3

$26010

BARTENDERS ABC

A taster for anyone wanting to work in 
the hospitality industry.  

Must-have service industry skills that 
will give students the edge to being 
successful in the hospitality and 
service industry. 

Learn how to be a responsible host 
and how to maintain a responsible 
drinking environment.  

Two days of interactive learning 
and roleplay in the context of 
Seaside Sally’s will give students 
understanding of the real 
expectations of the industry and hone 
their hospitality skills. 

NZQA unit 21853 v5, 5 credits
Provide hospitality sales and service 
opportunities to customers

NZQA unit 4645 v9, 2 credits 
Demonstrate knowledge of 
maintaining a responsible drinking 
environment as a server in a  
licensed premise

NZQA unit 14420 v7, 3 credits
Demonstrate knowledge of alcoholic 
and non-alcoholic beverages

COMPREHENSIVE FOOD 
SAFETY

Great course for supervisors and 
managers in any business that sells, 
serves, or prepares food. 

Learn about working with and 
managing the Food Control Plan - 
compliance will be easy when you 
learn the steps to take. 

Level:

Credits: Cost

Duration 1 day3

$1454

Alternative option.
2 days - complete all 3 NZQA unit 
standards 167, 20666 and 168 for 
$250 (level 2 and 3)

NZQA unit 20666 v6, 2 credits  
(level 2)  
Demonstrate basic knowledge of 
contamination hazards and control 
methods used in a food business. 

NZQA unit 167 v8, 4 credits  
(level 2)
Practise food safety methods in a 
food business under supervision.

If students are in a hospitality 
programme at school and/or are in a 
position where they can be observed 
meeting the practical requirements of 
the unit, then we can assess students 
to NZQA unit 167 as an alternative 
option to unit 20666.  (All practical 
observation requirements must be 
met by the school.)

LEVEL THREE

NZQA unit 168 v7, 4 credits  
(level 3)
Demonstrate knowledge of food 
contamination hazards, and control 
methods used in a food business
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You can book by phoning customer service on  
0800 464 487 or email schools@its.ac.nz.  
We will supply an MOU to be signed. 
 
We confirm the booking via email. The school is responsible 
for checking details and notifying us if alteration is required 
to the initial booking within a week of our course approval 
email. Please check the details. 

• Three weeks out, we will request final confirmation, and 
a good indication of numbers you will have, student 
names and class times, including breaks so we can do 
day plans.

• 1 week out, please confirm student names  
and numbers.

• 48 hours out, please let us know of any changes to 
student numbers.  

• In some cases travel and accomodation costs may 
apply.

ITS will email an Authorisation to Report (A2R) no later than 
three weeks after the course has been completed. 
 
Not yet achieved students will be on separate A2R.  Once 
they have achieved, this will be sent to you. 
 
Most schools report the credits, if you want ITS to do that 
just ask, we can do that for you.

THE NITTY
GRITTY

46

Reporting of students’ results



Our tutors know how to manage the classroom and do not 
generally require any assistance. 
 
It’s really nice if we know of any learning difficulties or 
special circumstances before we arrive. 
 
Please supply teacher aides for learners who need them 
and ask them to make themselves known to the ITS tutor. 
 
If a student does not allow us to offer the best learning 
experience for everyone in the class, we will bring them to 
the office or call for assistance.

NZQA REGISTERED  
CATEGORY 1 PROVIDER

47

Course Courtesy outlines
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CORRESPONDENCE
UNITS 
GREAT COURSES TO BE COMPLETED AT HOME, SCHOOL OR WORKPLACE IN THE 

STUDENTS OWN TIME

• Help is always available for any students by contacting 
us at schools@its.ac.nz. 

• For assessments that are indicated as practical, please 
only order if your student can be assessed in a work 
placement

Our individual units option offers 
your students the flexibility to 
study at their own pace, with a 
wide range of options available

THE PRICE INCLUDES:

• All printed student learning and  
assessment material 

• Marking of assessments 

• Support from our tutors for students is available at any 
time through our Student Help Desk Email: 

        support@its.ac.nz

• Admin support for school is always available on 
schools@its.ac.nz

Assessments will clearly indicate whether they are to be 
completed in an open or closed book environment.  If they 
are closed book, the school must provide an environment 
where the student is supervised and completes the 
assessment without reference to notes or assistance.  

Work experience placements for practical assessment are 
to be arranged by schools where required.  If your student 
is in a work placement, the supervisor or manager will  
be expected to provide and supervise practical 
assessment.   
 
For Level 3 units, practical assessments must be 
completed in a workplace. 

Schools will be sent an Authorisation to Report (A2R) 
as units are achieved.  Schools then report results to NZQA 
for the student’s Record of Learning.

WHAT IS NOT INCLUDED IN THE PRICE?

• Printed certificates - $10 +gst each 

• Resits - $17.50 +gst each

CORRESPONDENCE – DIGITAL
Course material and Assessments are emailed – 
Assessments are completed using our fillable PDF or 
google doc forms and then submitted via email for marking.  
An ITS staff member is available for any support that is 
required.

CORRESPONDENCE – POST
Course material and Assessments are printed then posted 
to the school.  
Once assessments have been completed, simply post it 
back or submit via email for marking.  
An ITS staff member is available for any support that is 
required.
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LIST OF INDIVIDUAL UNITS

DESCRIPTION LEVEL UNIT CREDITS
THEORY  

OR 
PRACTICAL

POST  
OR  

DIGITAL
COST

Respond orally to customer 
enquiries  

1 56 v9    2  Practical Post $75

Produce, implement, and 
reflect on a plan to improve 
own personal wellbeing

1 496 v10 3 Theory Post $75

Demonstrate knowledge 
of workplace health and 
safety requirements

1 497 v8 3 Theory Post $75

Produce a CV 1 504 v8 2 Theory Post $75

Demonstrate knowledge of 
management of alcohol & 
other drugs

1 548 v9  3 Theory Post $75

Identify and describe 
basic employment rights 
and responsibilities, and 
sources of information and 
assistance

1 1978 v9 3 Theory Both $75

Describe obligations as an 
employee

1 4249 v8 3 Theory Both $75

Demonstrate knowledge 
of anger and options for 
dealing with anger issues

1 12348 v5 2 Theory Post $75

Interpret and confirm 
accuracy of financial 
documents for personal 
financial capability

1 24705 v3 2 Theory Post $75

Produce a balanced budget 
to manage personal 
finances

1 24709 v4 3 Theory Post $75

LEVEL 1 & 2
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DESCRIPTION LEVEL UNIT CREDITS
THEORY  

OR 
PRACTICAL

POST  
OR  

DIGITAL
COST

Provide customer service 2 57 v9  2  Both Post $75

Maintain personal 
presentation and a positive 
attitude in a workplace 
involving customer contact

2 62 v9  3  Both Post $75

Practise food safety 
methods in a food business 
under supervision 

2 167 v8 4  Both Both $85

Demonstrate knowledge of 
diversity in the workplace

2 377 v8 2 Theory Both $75

Identify support services 
and resources within the 
community

2 1827 v8 2 Theory Post $75

Describe employment 
agreements 2 1979 v10 3  Theory Both $75

Apply a problem-solving 
method to a problem

2 7123 v7 3 Both Both $75

Communicate in a team 
or group which hsa an 
objective

2 9677 v10 3 Both Post $75

Produce a plan for own 
future directions

2 10781 v 6 3 Both Both $75

Assist customers to select 
goods and/or services

2 11938 v6 5  Both Post $75

Establish and maintain 
positive customer service 
interactions in a retail 
environment

2 11941 v7 2 Practical Post $75
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DESCRIPTION LEVEL UNIT CREDITS
THEORY  

OR 
PRACTICAL

POST  
OR  

DIGITAL
COST

Demonstrate and apply 
knowledge of legislation 
applicable to sale of goods 
and services

2 11968 v9 4  Both Post $75

Use safe work practices in 
a retail environment under 
supervision

2 11971 v7 3  Both Post $75

Demonstrate knowledge of 
time management

2 12349 v6 3 Theory Both $75

Describe strategies for 
managing stress

2 12355 v6 3 Theory Both $75

Prepare and present basic 
sandwiches for service

2 13281 v6 2 Practical Post $75

Prepare and serve hot and 
cold non-alcoholic drinks 
for a commercial hospitality 
establishment 

2 14425 v7 5 Both Post $85

Demonstrate knowledge 
of food service styles 
and menu types in the 
hospitality industry

2 14431 v6 3  Theory Post $75

Prepare and clear areas 
for table service for a 
commercial hospitality 
establishment

2 14434 v7 3  Both Post $75

Provide table service for 
a commercial hospitality 
establishment

2 14436 v7 4  Both Post $75

Prepare and clear areas for 
counter food service for 
a commercial hospitality 
establishment

2 14440 v7 2  Both Post $75
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DESCRIPTION LEVEL UNIT CREDITS
THEORY  

OR 
PRACTICAL

POST  
OR  

DIGITAL
COST

Demonstrate knowledge 
of maintaining a safe and 
secure environment for 
people in the hospitality 
industry

2 14466 v6 2  Theory Post $75

Provide customers with 
information about an 
establishment in the 
hospitality industry

2 14469 v6 2  Both Post $75

Demonstrate basic 
knowledge of 
contamination hazards and 
control methods used in a 
food business

2 20666 v6 2  Theory Both $75

Prepare and serve tea 2 22428 v6  2  Both Post $75

Complete complex forms 2 24871 v4 2  Theory Both $75

Demonstrate knowledge of 
theft and fraud in a retail or 
distribution environment

2 24997 v4 5  Theory Both $85

Interact with customers in 
a service delivery context 

2 28145 v1 2 Practical Post $75

Demonstrate knowledge 
of serving customers in a 
retail environment

2 28295 v2 5  Theory Post $85

Demonstrate knowledge 
of product information in a 
retail environment

2 28301 v3 5 Theory Post $85



Industry 
Training 
Solutions

DESCRIPTION LEVEL UNIT CREDITS
THEORY  

OR 
PRACTICAL

POST  
OR  

DIGITAL
COST

Demonstrate knowledge 
of food contamination 
hazards, and control 
methods used in a food 
business

3 168 v7  4  Theory Both $85

Employ customer 
service techniques to 
accommodate customer 
behavioural styles in a 
workplace

3 376 v8 2  Both Post $75

Give oral instructions in the 
workplace 

3 1312 v7 3  Both Post $75

Demonstrate knowledge of 
maintaining a responsible 
drinking environment as a 
server in a licensed premise

3 4645 v9 2 Theory Both $75

Contribute within a team 
or group which has an 
objective

3 9681 v7 3  Both Post $75

Demonstrate and 
apply knowledge of 
communication process 
theory

3 9694 v8 4  Theory Both $75

Give feedback on 
performance in the 
workplace

3 9705 v7 3  Both Post $75

Listen actively to 
gain information in an 
interactive situation

3 11097 v5 3  Both Post $75

LIST OF INDIVIDUAL UNITS
LEVEL 3
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DESCRIPTION LEVEL UNIT CREDITS
THEORY  

OR 
PRACTICAL

POST  
OR  

DIGITAL
COST

Demonstrate and apply 
product and/or service 
knowledge

3 11818 v6 2 Both Post $75

Apply skills and qualities of 
a salesperson in a retail or 
distribution environment

3 11831 v7 6 Both Post $75

Demonstrate knowledge of 
alcoholic and non-alcoholic 
beverages

3 14420 v7 3 Theory Both $75

Provide café counter 
service in a hospitality 
establishment

3 14441 v6 5  Both Post $75

Demonstrate knowledge 
of coffee origin and 
production 

3 17284 v6 3  Theory Both $75

Prepare and present 
espresso beverages for 
service 

3 17288 v7 5 Both Both $85

Demonstrate knowledge 
of culinary products and 
terms

3 18497 v6 8  Theory Both $95

Demonstrate knowledge 
of sleep and sleep 
management in relation to 
work performance

3 21337 v4 2 Theory Both $75

Provide hospitality sales 
and service opportunities 
to customers

3 21853 v5 6  Both Post $85
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DESCRIPTION LEVEL UNIT CREDITS
THEORY  

OR 
PRACTICAL

POST  
OR  

DIGITAL
COST

Explain the legal definitions 
and consequences of theft 
and fraud in a retail or 
distribution environment

3 24996 v2 3 Theory Both $75

Explain practices to detect 
and reduce staff theft 
and fraud in a retail or 
distribution environment

3 24999 v2 4  Theory Both $75

Respond to customers’ 
complaints in a retail or 
distribution environment 
during customer 
interactions

3 27229 v5 4  Both Post $75

Apply health, safety and 
security practices to 
service delivery operations

3 27927 v1 5  Both Post $85

Interact with other staff, 
managers and customers 
to provide service delivery 
outcomes

3 27928 v1 5  Both Post $85

Apply standard operating 
procedures and the code 
of conduct to a work 
role in a service delivery 
organisation

3 27929 v1 5 Both Post $85

Apply food safety practices 
in a food related business

3 27955 v2 5  Both Post $75

Demonstrate technical 
knowledge of distribution 
facility operations

3 28497 v2 10 Theory Both $95

Describe the role and 
functions of the Health and 
Safety Representative in a 
New Zealand workplace

3 29315 v2 2 Theory Post $75
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YOUR FUTURE

Level 1, 515 Main Street, Palmerston North, 4410 NZ - 06 356 2736

Call 0800 464 487

Managing Licensed Premises (LCQ) 

This course covers all the training required for the LCQ. 

Achieve NZQA Units 4646 & 16705, Addon option $35 - Urgent LCQ certificate 
processing. Our tutors are fabulous industry experts and bring the subject alive in a 
creative fun way with real stories and experience.

NZQA units covered
NZQA 4646 L 4 Cr 2 Demonstrate knowledge of the Sale and Supply of Alcohol Act 
2012 and its implications for licensed premises, 

NZQA 16705 L 4 Cr 3 Demonstrate knowledge of host responsibility requirements as 
a duty manager of licensed premises

LIVE Online - Now $189 
Digital Correspondence - Now $139
Face to Face class - $249

ALLSORTS OF  

COURSES  
FOR ALL SORTS  

OF PEOPLE

Our tutors are fabulous 
industry experts and 
bring the subject alive 
in a creative fun way 
with real stories and 
experience. 
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• Teaching from a skilled passionate ITS tutor that will 
happen virtually, at agreed times on two or three 
separate days

• Support at any time from our tutors via chat, email, 
phone or zoom.

• Marking of assessments and a free re-sit of 
assessments (if required)

• 8 weeks to complete
• Authorisation to Report to NZQA sent to the schools 

LIVE ONLINE
COURSES 
- DIGITAL LEARNING

WHAT’S INCLUDED

This is where we offer interactive online learning and 
discussion via Zoom with real Tutors. The students will have 
ongoing support from our staff if required. Assessments 
are completed using our fillable PDF or Google Doc forms 
and then submitted via email for marking. Otherwise you 
are able to print, fill in by hand, then scan and email your 
answers to us. 
(NB: Email, internet access and webcam are required 
for this class. Headphones and mic are useful but not 
essential).

LIVE Online classes with an ITS Tutor - scheduled timetable 
for virtual classes and self-managed study, virtual class 
chats and question times. 
These courses have been beautifully crafted embracing 
both interactive and engaging learning. The LIVE Online 
classes are ideal for remote learning!

• Pre-scheduled dates for each LIVE Online Class are on 
our website.

• Book in any number of students for each LIVE Online 
Course. 

• No minimum numbers required.
• Do you want different times? Do you have 10+ 

students? We can run times and days for your group of 
10 or more. Ask us how - schools@its.ac.nz

LIVE ONLINE



Self-Management 
- 2x ½ days (3hrs) | $189

Learn strategies to manage our time and stress and gain 
an understanding of working in a diverse team.
Become a more effective employee and understand the 
benefits of working in a diverse team. Gain knowledge and 
processes on how to use your time more effectively and 
ways to reduce stress.

NZQA 377 v8 L2 Cr2 - Demonstrate knowledge of 
diversity in workplaces 

NZQA 12349 v6 L2 Cr3 - Demonstrate knowledge of 
time management

NZQA 12355 v6 L2 Cr3 - Describe strategies for 
managing stress

Manage Substance Impairment in the Workplace 
- 1 day | $189

Learn how to recognise the signs that someone may be 
impaired and putting workplace safety at risk.
Many substances impair judgement and compromise your 
safety at work. Hear about different drug classifications, 
offences and penalties in terms of the Misuse of Drugs Act 
1975. The behaviours and protocols that are used when 
dealing with individuals under the influence of substances 
will be explained.  You will gain an understanding of how 
this can not only affect the individual as an employee, but 
also the community

NZQA 22316 v6 L3 Cr4 - Demonstrate knowledge of the 
management of drug and alcohol-related problems in 
the workplace

Responsible Mixology 
- 2x ½ days (3hrs) | $189

A taster for anyone wanting to work in the hospitality 
industry.  
Learn knowledge of alcoholic and non-alcoholic beverages 
and how these are presented in the industry. Understand 
the importance of being a responsible host to keep your 
customers, staff and community safe.

NZQA 4645 v9 L3 Cr2 - Demonstrate knowledge of 
maintaining a responsible drinking environment as a 
server in licensed premise

NZQA 14420 v7 L3 Cr3 - Demonstrate knowledge of 
alcoholic and non-alcoholic beverages

LIVE ONLINE 61
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Store Detective 
- 2x ½ days (3hrs) | $189

Learn the means to explain practices used to detect and 
reduce theft and fraud.
Learn the ins and outs of being a Store Detective!  This is a 
great course that will provide you with the means to explain 
practices used to detect and reduce staff and customer 
theft n fraud in a retail or distribution environment. You’ll 
learn the legal definitions, terminology used and the 
consequences that can occur.

NZQA 24996 v2 L3 Cr3 - Explain the legal definitions 
and consequences of theft and fraud in a retail or 
distribution environment. 

NZQA 24999 v4 L3 Cr4 - Explain practices to detect 
and reduce staff theft and fraud in a retail or 
distribution environment

Success in Retail 
- 2x ½ days (3hrs) | $189

Learn the importance of effective communication and 
product knowledge to be successful in retail. 
Learning the skills required to be successful in retail are 
only a couple of things that this course offers.  You will 
learn about the importance of product knowledge and 
effective communication skills.  Also delves into the world 
of theft and fraud and the effect that can have to the 
workplace.

NZQA 28301 v3 L2 Cr5 - Demonstrate knowledge 
of products and product information in a retail 
environment. 

NZQA 24997 v4 L2 Cr5 - Demonstrate knowledge of 
theft and fraud in a retail or distribution environment 



Comprehensive Food Safety 
1 day, 9am-3:30pm
Digital Correspondence - $149 incl GST
LIVE Online class - $169 incl GST

Great course for supervisors and managers in any business 
that sells, serves or prepares food.
Learn about working with and managing a Food Control 
Plan - compliance will be easy when you learn the steps to 
take. 
Add unit standards as an optional extra. $30 per unit - 
choose from 167, 20666 and 168.

Optional NZQA units available
NZQA 20666 v6 L2 Cr2 - Demonstrate basic knowledge 
of contamination hazards and control methods used in 
a food business

NZQA 167 v8 L2 Cr4 - Practise food safety methods in a 
food business under supervision

NZQA 168 v7 L3 Cr4 - Demonstrate knowledge of food 
contamination hazards, and control methods used in a 
food business

Managing Licensed Premises (LCQ) 
- 1 day, 9am-5pm
Digital Correspondence - $139 incl GST
LIVE Online class - $189 incl GST

Our tutors are fabulous industry experts and bring the 
subject alive in a creative fun way with real stories and 
experience. Achieve NZQA Units 4646 & 16705.
Add-on option $35 - urgent LCQ certificate processing.

NZQA 4646 v10 L4 Cr2 - Demonstrate knowledge 
of the Sale and Supply of Alcohol Act 2012 and its 
implications for licensed premises
            
NZQA 16705 v6 L4 Cr3 - Demonstrate knowledge of 
host responsibility requirements as a duty manager of 
licensed premises

LIVE ONLINE 63



Head Office
Level 1, 515 Main Street
Palmerston North, 4410

Palmerston North Campus
Level 1, 515 Main Street
Palmerston North, 4410

Waikato Campus
Level 1, 153 Victoria Street
Hamilton, 3204

0800 464 487
schools@its.ac.nz
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