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Introduction 

The School Transport Hub | Pokapū Waka Kura is a secure online portal that schools use to 

submit school transport assistance information and applications to the Ministry of Education 

and to view their school transport payments. 

This user guide is designed to support you, as a school user, to complete and submit change 

of information request via the School Transport Hub | Pokapū Waka Kura.  

 

Audience 

• School user  

 

 

How to get access to the School Transport 

Hub|Pokapū Waka Kura portal 

Prerequisites 

• Education Sector Login (ESL) account. 

• Pokapū Waka Kura School User role added to your ESL account. 

• Google Chrome browser. 

• Logged into Pokapū Waka Kura school portal. 

Steps 

1. Each school has a Delegated Authoriser (DA) for ESL who can add certain roles to 

your ESL account. Locate your school’s DA for ESL. If you are unsure who your 

school’s DA is, contact the Ministry of Education Service Desk on 0800 422 599 or 

email service.desk@education.govt.nz.  

2. Ask your DA to add the ‘Pokapū Waka Kura School User’ role to your ESL account.  

3. Once they have done this, wait 10 minutes before you attempt to log into Pokapū 

Waka Kura. 

  

mailto:service.desk@education.govt.nz


Change of Information request for a SESTA student 

June 2025  Page 4 of 75 

How to access a Change of Information 

request for a SESTA student 

1. Navigate to ‘My School’s Applications’ and click on ‘Change of Information Request’. 

 

 
 

2. Two list views will appear: 

 
a. Active SESTA Services 

 
b. Active Conveyance Allowance Services 
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How to complete a Change of Information 

request for a SESTA student (non-shared 

custody) 

1. Navigate to the ‘Active SESTA Services’ list. 

 

 
 

2. You can sort the list by clicking on a column heading or by entering the student’s first 

name or last name or both into ‘Search this list’ field. 

 

 
 

For example, when you enter ‘Mary’ into the ‘Search this list’ field, the list will display all 

students who have ‘Mary’ in their first name or last name. 
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3. You can also search for students by using the Filter button. 

 

 
 

For example, to find a student whose last name is ‘Rober’:  

- select ‘Student Last Name’ in the ‘Field’ dropdown  

- select the option ‘Contains’ in the ‘Operator’ field  

- enter ’Rober’ in the ‘Value’ field 

 

 
 

4. Click the ‘Apply Filter’ button and the list will display with any students who have ‘Rober’ in 

their last name. 

 

 
 

5. Click on the blue hyperlink against the student’s name in the ‘Service Name’ column. 
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6. The Change of Information request introduction page will display.  

 

 
 

7. Click on the ‘Start’ button and the Change of Information request will open. 
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Service Type 

 

1. The ‘Service type’ section will display your student’s current ‘Type of assistance 

requested’.  

 

2. To request a change to the type of assistance, click on the ‘Edit’ button and select from 

the dropdown arrow. 

 

 
 

3. Click on ‘Done’ to save the request and continue completing the form. 
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Student information 

 

1. Click on the down arrow next to ‘Student information’. Select the ‘Edit’ button to make 

changes to the student’s information. 

 

 
 

Note:   

 

• If you change the answer to the question ‘Is this student in a shared custody 

arrangement? to ‘Yes’, then please move to ‘How to complete Change of 

Information request for a SESTA student (Shared custody)’. 

 

• If the student’s Date of Birth is recorded incorrectly, you’ll need to  

school.transport@education.govt.nz with the correct date of birth. 

 

• Student addresses are ‘tied’ to Caregiver addresses e.g. if you update a student’s 

primary residential address, this will automatically change the Caregiver’s primary 

residential address in Pokapū Waka Kura. 

 

2. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 

 

 

  

mailto:school.transport@education.govt.nz
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Enrolling school details 

 

1. Your student’s ‘Enrolling school’ cannot be updated through a Change of Information 

request. A change to Enrolling school requires a new application to be completed. 

 

2. The Regional Ministry of Education office information is automatically populated based on 

the school's location except for Enrolling schools in the Auckland region. Where your 

student’s Enrolling school is in the Auckland region, select the ‘Edit’ button and select the 

correct regional office from the dropdown. 
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3. If your student is attending a different site to the Enrolling school, select ‘Yes’ and enter 

the attended site. Otherwise, select ‘No’. 

 

4. If service type is ‘Vehicle’ or ‘Vehicle & Conveyance allowance’, you need to answer the 

question, ‘will the student require transport to another attended site?’ (a second attended 

site) select ‘Yes’ and enter the attended site.  Otherwise, select ‘No’. 

 

 
 

5. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Assistance needs  

Note: The ‘Assistance needs’ section will not display where the type of assistance requested 

is a Conveyance Allowance. 

1. Click on the down arrow next to ‘Assistance needs’. Select the ‘Edit’ button to make changes 

and select the appropriate answer. 

 

 
 

2. You will be required to review or complete a Safe travel plan if you have answered ‘Yes’ to 

any of the following four questions: 

 

• Is specialist vehicle equipment required? E.g. safety harness? 

• Does the student’s behaviour pose a risk to themselves or others while on a vehicle 

service? 

• Does the student have a medical or physical condition that may require assistance 

while on a vehicle service? E.g. epilepsy 

• Does the student require solo transport? 

 

3. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked the 

‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your changes, 

and then click the ‘Done’ button. 

 

  



Change of Information request for a SESTA student 

June 2025  Page 13 of 75 

Safety and Mobility needs 

 

1. You are required to complete either Safety Needs, Mobility Needs, or both. 

 

2. Click on the down arrow next to ‘Safety and Mobility needs’. Select the ‘Edit’ button to make 

changes. 

 
 

3. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Safe travel plan 

Note: A Safe Travel Plan is not required where the type of assistance requested is a 

Conveyance Allowance. 

1. If you have already provided the Ministry with a ‘Safe travel plan’ the information will be 

displayed in the section. You’ll need to review it and, if required, update it. 

 

2. Click on the down arrow next to ‘Safe travel plan’. Select the ‘Edit’ button to make 

changes.  

 

3. If you have not provided a ‘Safe travel plan’ to the Ministry for the student and you have 

answered ‘Yes’ to any of the following four questions in the ‘Assistance needs’ section, 

you will need to fill in this section: 

 

• Is specialist vehicle equipment required? E.g. safety harness? 

• Does the student’s behaviour pose a risk to themselves or others while on a vehicle 

service? 

• Does the student have a medical or physical condition that may require assistance 

while on a vehicle service? E.g. epilepsy 

• Does the student require solo transport? 

 

Note: you can add any additional documents that support this ‘Safe travel plan’ in the 

‘Upload documents’ section. 
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4. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked the 

‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your changes, 

and then click the ‘Done’ button. 
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Caregiver information 

 

1. Click on the down arrow next to ‘Caregiver information’. Select the ‘Edit’ button to make 

changes. 

 

 
 

Note: Caregiver addresses are ‘tied’ to student addresses e.g. if you update a caregiver’s 

primary residential address, this will automatically change the student’s primary residential 

address in Pokapū Waka Kura. 

2. If you have edited the ‘Primary Residential Address’ for the caregiver and saved the 

changes, you will receive the following alert message. You’ll need to review the ‘Student 

Information’ section and complete the ‘Itinerary Information’ section. 

 

 
 

3. Click the ‘OK’ button to exit the alert. 
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Payment information 

 

Note: Payment information is not required where the type of assistance requested is a 

Vehicle. 

1. Click on the down arrow next to Payment information’. Select the ‘Edit’ button to make 

changes. 
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2. If you answer, ‘Yes’ to the question ‘Do you have another child who is currently receiving 

school transport assistance’, enter the student’s name and the school at which they are 

enrolled.  You can add up to a maximum of four students. 

 

 
 

3. You can remove a student by selecting the ‘Remove’ button next to their name. 
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4. If you select ‘Other recipient’ to be paid, you will need to provide the recipient’s name. 

 

 

 

5. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Itinerary information 

 

1. Click the down arrow next to ‘Itinerary Information’ to see the existing itinerary. 

 

 
 

2. Select the ‘Edit’ button to make changes to the student’s itinerary. 

 

Note: If you have made changes to either a student’s residential address and associated 

Caregiver residential address, or to a Caregiver’s name, then the student’s itinerary will 

be cleared, and you will need to enter a new Itinerary for the student. 

 

You will receive the following alert message: 

 

‘You have selected to update one or more of the student’s addresses. 

This has automatically updated the caregiver addresses and cleared any itinerary 

records. You must: 

a. review the “Caregiver information” section and save the changes. 

b. complete the “Itinerary information” section and save the changes.’ 
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3. Click the dropdown arrow beside the name of each weekday to expand the itinerary for 

that day. 

 

 
 

4. You can make changes to the ‘To School’ and ‘To Home’ fields by selecting the relevant 

option in each field. 
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5. Where ‘Type of Assistance Requested’ = ‘Vehicle’ in the Service Type section of this form, 

either: 

 

• Select either ‘Vehicle’, or ‘TMV’ as the ‘Assistance Type’ and add the required 

information in the remaining fields, or 

 

• Select ‘No Assistance Required’, and the remaining fields will not display for 

completion. 

 

Note:  Caregiver Name is not required. 
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6. Where ‘Type of Assistance Requested’ = ‘Conveyance allowance’ in the Service Type 

section of this form either: 

 

• Select ‘Conveyance allowance’ as the ‘Assistance Type’ and add the required 

information in the remaining fields, or 

 

• Select ‘No Assistance Required’, and the remaining fields will not display for 

completion. 

 

Note:  Caregiver Name is not required. 
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7. Where ‘Type of Assistance Requested’ = ‘Vehicle & Conveyance Allowance’ in the 

Service Type section of this form, either: 

 

• Select either ‘‘Vehicle’, ‘TMV’ or ‘Conveyance allowance’ as the ‘Assistance Type and 

add the required information in the remaining fields, or 

 

• Select ‘No Assistance Required’, and the remaining fields will not display for 

completion. 

 

Note:  Caregiver Name is not required. 
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8. If you want to apply the same itinerary to the rest of the week, select the ‘Apply to the rest 

of the week’ button. 
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9. Tick the checkbox ‘Select if Week 2 is different to week 1’ if the Week 2 itinerary is 

different to Week 1. 

 

 
 

10. Complete the ‘Week 2’ itinerary information. 

  

11. Select ‘Done’ to save your changes. 
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Upload documents 

 

1. Click the down arrow next to ‘Upload documents’ such as ‘Safe travel plan’ and ‘Bank 

account information’ and then click the ‘Upload Files’ button. 

 

 

2. Select the file you want to upload. Once the upload is complete, click Done. 

 

 
 

3. You can view each file you have uploaded in the document list.  
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4. To delete a file, click on the ‘Delete’ button next to the file name. 

 

 
 

5. Click ‘Done’ to save your changes. 
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Save for later  

 

1. You can click the ‘Save for Later’ button at any stage while completing this form, prior to 

selecting the ‘Review’ button. 

 

 
 

2. The following message will display. 

 

 
 

3. If you have made no changes in the form, you will receive the following alert message. 

Select ‘OK’. 
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4. To access your draft Change of Information request, go to ‘My School’s Applications’ and 

click on ‘SESTA/SESTA CA’. 

 

 
 

5. The ‘Draft Change of Information Applications’ section will appear. Click on the blue 

‘Resume’ link of the request you would like to complete. 
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Reviewing your Change of Information request 

 

1. Once you have finished making changes, click on the ‘Review’ button. 

 

 
 

2.  If you have made no changes in the Change of Information request and you select the 

‘Review’ button, you will receive the following alert message and you will not be able to 

proceed to the ‘Review’ page. Select ‘OK’ to exit the message. 
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3. A review page will appear, displaying all the information for the student. 
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4. If you need to make any further changes, click on the ‘Previous’ button. Make your 

changes and then select ‘Review’ to review the changes. 

 

5. Select ‘Next’ when you are happy with the changes you have made. 
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Caregiver declaration 

 

1. You’ll need to complete the ‘Caregiver Declaration’ on behalf of the Caregiver. 

 

 
 

2. Once the declaration is complete, click the ‘Submit’ button. 

 

 
 

3. The following message will display. 
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4. Click on the ‘Yes, submit’ button to submit the Change of Information Request, or click 

‘Cancel’ to return to the previous page. 

 

 
 

5. Once you click on ‘Yes, submit’, your Change of Information Request will be sent to the 

Ministry for processing. Click ‘Done’ to exit. 
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How to complete a Change of Information 

request for a SESTA student (shared 

custody) 

1. Navigate to the ‘Active SESTA Services’ list. 

 

 
 

2. You can sort the list by clicking on a column heading or by entering the student’s first 

name or last name or both into ‘Search this list’ field. 

 

 
 

For example, when you enter ‘Mary’ into the ‘Search this list’ field, the list will display all 

students who have ‘Mary’ in their first name and last name. 
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3. You can also search for students by using the Filter button. 

 

 
 

For example, to find a student whose last name is ‘Rober’:  

- select ‘Student Last Name’ in the ‘Field’ dropdown  

- select the option ‘Contains’ in the ‘Operator’ field  

- enter ’Rober’ in the ‘Value’ field 

 

 
 

4. Click the ‘Apply Filter’ button and the list will display with any students who have ‘Rober’ in 

their last name. 

 

 
 

5. Click on the blue hyperlink against the student’s name in the ‘Service Name’ column. 
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6. The Change of Information request introduction page will display.  

 

 
 

7. Click on the ‘Start’ button and the Change of Information request will open. 
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Service Type 

 

1. The ‘Service type’ section will display your student’s current ‘Type of assistance 

requested’.  

 

2. To request a change to the type of assistance, click on the ‘Edit’ button and select from 

the dropdown arrow. 

 

 
 

3. Click on ‘Done’ to save the request and continue completing the form. 
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Student information 

 

1. Click on the down arrow next to ‘Student information’. Select the ‘Edit’ button to make 

changes to the student’s information. 

 

 
 

Note:   

• If your student is no longer in a shared custody arrangement, you need to change 

the answer to the question in the Student Information’ section ‘Is this student in a 

shared custody arrangement?’ to ‘No’. Please move to ‘How to complete Change of 

Information request for SESTA student (non-shared custody)’. 

• If the student’s Date of Birth is recorded incorrectly, you’ll need to email 

school.transport@education.govt.nz with the correct date of birth. 

  

mailto:school.transport@education.govt.nz
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2. You will be required to enter a Secondary Residential Address for the student and, if 

required, a Third Residential Address. 

Note: 

• Student addresses are ‘tied’ to Caregiver addresses e.g. if you update a student’s 

residential address, this will automatically change the associated Caregiver’s 

residential address in the Change of Request form. 

• If you delete the ‘Secondary Residential Address’ and/or the ‘Third Residential 

address’ an error message will appear below the field. 

 

 
 

3. Click the ‘Done’ button to save your changes. 
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4.  If you have edited the student’s primary address or shared custody arrangement and 

saved the changes, you will see the following alert message: 

 

 

 

5. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Enrolling school details 

 

1. Your student’s ‘Enrolling school’ cannot be updated through a Change of Information 

request. A change to Enrolling school requires a new application to be completed. 

 

2. The Regional Ministry of Education office information is automatically populated based on 

the school's location except for Enrolling schools in the Auckland region. Where your 

student’s Enrolling school is in the Auckland region, select the ‘Edit’ button and select the 

correct regional office from the dropdown. 
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3. If your student is attending a different site to the Enrolling school, select ‘Yes’ and enter 

the attended site. Otherwise, select ‘No’. 

 

4. If service type is ‘Vehicle’ or ‘Vehicle & Conveyance allowance’, you need to answer the 

question, ‘will the student require transport to another attended site?’ (a second attended 

site) select ‘Yes’ and enter the attended site.  Otherwise, select ‘No’. 

 

 
 

5. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Assistance needs  

Note: The ‘Assistance needs’ section will not display where the type of assistance requested 

is a Conveyance Allowance. 

1. Click on the down arrow next to ‘Assistance needs’. Select the ‘Edit’ button to make 

changes and select the appropriate answer. 

 

 
 

2. You will be required to review or complete a Safe travel plan’ if you answer ‘Yes’ to any of 

the following four questions: 

 

• Is specialist vehicle equipment required? E.g. safety harness? 

• Does the student’s behaviour pose a risk to themselves or others while on a vehicle 

service? 

• Does the student have a medical or physical condition that may require assistance 

while on a vehicle service? E.g. epilepsy 

• Does the student require solo transport? 

 

3. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Safety and Mobility needs 

 

1. You are required to complete either Safety Needs, Mobility Needs, or both. 

 

2. Click on the down arrow next to ‘Safety and Mobility needs’. Select the ‘Edit’ button to 

make changes. 

 
 

3. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Safe travel plan 

Note:  A Safe Travel Plan is not required where the type of assistance requested is a 

Conveyance Allowance. 

1. If you have already provided School Transport with a ‘Safe travel plan’ the information will 

be displayed here. You should review it and, if required, update it. 

 

2. Click on the down arrow next to ‘Safe travel plan’. Select the ‘Edit’ button to make 

changes. 

 

3. If you have not provided a ‘Safe travel plan’ to the Ministry for the student and you have 

answered ‘Yes’ to any of the following four questions in the ‘Assistance needs’ section, 

you will need to fill in this section: 

 

• Is specialist vehicle equipment required? E.g. safety harness? 

• Does the student’s behaviour pose a risk to themselves or others while on a vehicle 

service? 

• Does the student have a medical or physical condition that may require assistance 

while on a vehicle service? E.g. epilepsy 

• Does the student require solo transport? 

 

Note: you can add any additional documents that support the safe travel plan in the 

‘Upload documents’ section. 
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4. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Caregiver information 

 

1. Click on the down arrow next to ‘Caregiver information’ Select the ‘Edit’ button to make 

changes. 
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2. Where a student has two caregivers, enter: 

• the student’s Primary Residential Address in the caregiver’s ‘Primary Residential 

Address’ field, and  

• the student’s ‘Secondary Residential Address’ into the caregiver’s ‘Secondary 

Residential Address’ field. 

3. If a student has three caregivers, enter the student’s Third Residential Address into the 

caregiver’s ‘Third Residential Address’ field. 
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4. If you delete the second residential address but keep the third residential address in the 

caregiver details and click the ‘Done’ button, then: 

 

• The third residential address will be removed automatically from both the ‘Caregiver 

Information’ and the ‘Student information’ section. 

 

• You will receive the following alert message:  

 

‘You have updated the caregiver’s address.  

This has automatically updated the student’s address. You must: 

a. review the ‘Student information’ section and save the changes. 

b. complete the “Itinerary information” section and save the changes.’ 

 

 
 

5. Click the ‘Done’ button to save your changes. 
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Payment information 

Note:  Payment information is not required where the type of assistance requested is a 

vehicle. 

1. Click on the down arrow next to Payment information’. Select the ‘Edit’ button to make 

changes. 
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2. If you answer, ‘Yes’ to the question ‘Do you have another child who is currently receiving 

school transport assistance’, enter the student’s name and the school at which they are 

enrolled.  You can add up to a maximum of four students. 

 

 
 

3. You can remove a student by selecting the ‘Remove’ button next to their name. 
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4. If you select ‘Other recipient’ to be paid, you will need to provide the recipient’s name. 

 

 

 

5. You can cancel any changes by clicking the ‘Cancel’ button. If you have already clicked 

the ‘Done’ button and want to revisit your changes, click the ‘Edit’ button, make your 

changes, and then click the ‘Done’ button. 
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Itinerary information 

 

1. Click the down arrow next to ‘Itinerary Information’ to see the existing itinerary. 

 

 

 

2. Select the ‘Edit’ button to make changes to the student’s itinerary. 

Note: If you have made changes to either a student’s residential address and associated 

Caregiver residential address, or to a Caregiver’s name, then the student’s itinerary will be 

cleared, and you will need to enter a new Itinerary for the student. 

You will receive the following alert message: 

 

‘You have selected to update one or more of the student’s addresses. 

This has automatically updated the caregiver addresses and cleared any itinerary 

records. You must: 

a. review the “Caregiver information” section and save the changes. 

b. complete the “Itinerary information” section and save the changes.’ 
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3. Click the dropdown arrow beside the name of each weekday to expand the itinerary for 

that day. 

 

 
 

4. You can make changes to the ‘To School’ and ‘To Home’ fields by selecting the relevant 

option in each field. 
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5. Where ‘Type of Assistance Requested’ = ‘Vehicle’ in the Service Type section of this 

form, either: 

• Select either ‘Vehicle’, or ‘TMV’ as the ‘Assistance Type and add the required 

information in the remaining fields, or 

• Select ‘No Assistance Required’, and the remaining fields will not display for 

completion. 

 

Note:  Caregiver Name is not required to be entered. 
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6. Where ‘Type of Assistance Requested’ = ‘Conveyance allowance’ in the Service Type 

section of this form either: 

• Select ‘Conveyance allowance’ as the ‘Assistance Type and add the required 

information in the remaining fields, or 

• Select ‘No Assistance Required’, and the remaining fields will not display for 

completion. 

Note: You’ll need to select the Caregiver who is transporting the child on that day. 
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7. Where ‘Type of Assistance Requested’ = ‘Vehicle & Conveyance Allowance’ in the 

Service Type section of this form, either: 

• Select either ‘‘Vehicle’, ‘TMV’ or ‘Conveyance allowance’ as the ‘Assistance Type 

and add the required information in the remaining fields, or 

• Select ‘No Assistance Required’, and the remaining fields will not display for 

completion. 

Note: You’ll need to Select the Caregiver who is transporting child on that day. 
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8. If you want to apply the same itinerary to the rest of the week, select the ‘Apply to the rest 

of the week’ button. 
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9. Tick the checkbox ‘Select if Week 2 is different to week 1’ if the Week 2 itinerary is different 

to Week 1. 

 

 
 

10. Complete the ‘Week 2’ itinerary information. 

  

11. Select ‘Done’ to save your changes. 
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Upload documents 

 

1. Click the down arrow next to ‘Upload documents’ such as ‘Safe travel plan’ and ‘Bank 

account information’ and then click the ‘Upload Files’ button. 

 

 
 

2. Select the file you want to upload. Once the upload is complete, click ‘Done’. 

 

 
 

3. You can view each file you have uploaded in the document list.  
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4. To delete a file, click on the ‘Delete’ button next to the file name. 

 

 
 

5. Click ‘Done’ to save your changes. 
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Save for later  

 

1. You can click the ‘Save for Later’ button at any stage while completing this form, prior to 

selecting the ‘Review’ button. 

 

 
 

2. The following message will display. 

 

 
 

3. If you have made no changes in the form, you will receive the following alert message. 

Select ‘OK’. 
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4. To access your draft Change of Information request, go to ‘My School’s Applications’ and 

click on ‘SESTA/SESTA CA’. 

 

 
 

5. The ‘Draft Change of Information Applications’ section will appear. Click on the blue 

‘Resume’ link of the request you would like to complete. 
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Reviewing your Change of Information request 

 

1. Once you have finished making changes, click on the ‘Review’ button. 

 

 
 

2.  If you have made no changes in the Change of Information request and you select the 

‘Review’ button, you will receive the following alert message and you will not be able to 

proceed to the ‘Review’ page. Select ‘OK’ to exit the message. 
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3. A review page will appear, displaying all the information for the student. 

 

 
  



Change of Information request for a SESTA student 

June 2025  Page 68 of 75 

4. If you need to make any further changes, click on the ‘Previous’ button. Make your 

changes and then select ‘Review’ to review the changes. 

 

5. Select ‘Next’ when you are happy with the changes you have made. 
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Caregiver declaration 

 

1. You’ll need to complete the ‘Caregiver Declaration’ on behalf of the Caregiver. 

 

 
 

2. Once the declaration is complete, click the ‘Submit’ button. 

 

 
 

3. The following message will display. 
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4. Click on the ‘Yes, submit’ button to submit the Change of Information Request, or click 

‘Cancel’ to return to the previous page. 

 

 
 

5. Once you click on ‘Yes, submit’, your Change of Information Request will be sent to the 

Ministry for processing. Click ‘Done’ to exit. 
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How to view your completed SESTA 

Change of Information request 

Note: When a ‘Change of Information request’ is submitted, it becomes a Transport 

Application. 

 

1. Navigate to ‘My School’s Applications’ and click on ‘SESTA/SESTA CA’ in the dropdown. 

 

 
 

2. The submitted ‘Change of Information request’ will display in the list ‘In Progress SESTA 

Applications’. It will have a status of ‘Waiting for School Transport Approval’. It can be 

identified by a tick in the ‘Change of Information’ column. 
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3. An approved ‘Change of Information request’ will be displayed in the ‘Completed SESTA 

Applications’ section.  

 

 
 

4. When you open an ‘In Progress SESTA Application’, the application details and related 

information will be displayed as read only for you to view. 

 

Note: 

• The ‘Status’ of the application tells the Ministry what action they need to take. No 

action is required from you.  
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5. When you open a ‘Completed SESTA Application’, the application details and related 

information will be displayed. 
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