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Introduction

The School Transport Hub | Pokapl 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 a
change of information request for Conveyance Allowance via the School Transport Hub |
Pokapl Waka Kura.

Audience

e School user

How to get access to the School
Transport Hub | Pokapu Waka Kura portal

Prerequisites

e Education Sector Login (ESL) account.

o Pokapl Waka Kura School User role added to your ESL account.
e Google Chrome browser.

e Logged into Pokapl Waka Kura school portal.

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 ‘Pokapi Waka Kura School User’ role to your ESL
account.

3. Once they have done this, wait 10 minutes before you attempt to log into Pokapi
Waka Kura.
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How to access a Change of Information
request for a Conveyance Allowance

student

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

)]h‘,. Pokapii Waka Kura
Te Mahau

Pokapd Waka Kura

Schools Hub

The Pokapi Waka Kura Schools Hub is a secure online portal that schools use to
submit school transport assistance information and applications to the Ministry of
Education

My School's Appiications v| Start An Application v Reporting v Contracts v Student Data Request  Help & Support v P o

SESTA/SESTA CA

Conveyance Allowance

Change of Information Request

2. Two list views will appear:

a. Active SESTA Services

b. Active Conveyance Allowance Services

|Act|ve SESTA Services (21) |

1 SD-00013019

2  sSD-00013020

3 SD-00013045

4 SD-00013032

5 SD-00013017

6 SD-00013014

7 SD-00013030

8 SD-00013097

-] SD-00013038

10 SD-00013016

Active Conveyance Allowance Services (4)

1 SD-0001301

2 SD-00013103

3 SD-00013102

4  SD-00013028

Service Name ~ | Student First Name 1 | Student Last Name ~ | Date of Birth

Showing Page1of 3 View All

Service Name “ | Student First Name ¢ | Student Last Name ~ | Date of Birth

Q, search this list. v
“ | Type of Assistance ~
Vehicle
Vehicle

vehicle & Conveyance Allow._.

Conveyance allowance

vehicle & Conveyance Allow...

Vehicle

Vehicle

Vehicle

Vehicle

Vehicle & Conveyance Allow...

0, Search this list. T

| Type of Assistance v

Conveyance allowance

Conveyance allowance

Conveyance allowance

Conveyance allowance
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How to complete a Conveyance
Allowance Change of Information request
(non-shared custody)

1. Navigate to the ‘Active Conveyance Allowance Services’ list.

I Active Conveyance Allowance Services (30) | €, search this list...

Service Name ~ | Student First Name T =~ | Student Last Name b Date of Birth ~ | Type of Assistance hd

1 Conveyance allowance

2 Conveyance allowance
3 ] Conveyance allowance
A Conveyance allowance

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.

Active Conveyance Allowance Services (4) Q. Search this list._. T

Service Name %~ | Student First Name + ~ | Student Last Name ~ | Date of Birth ~ | Type of Assistance W

1 Conveyance allowance

2 Conveyance allowance
3 Conveyance allowance
4 Conveyance allowance

For example, when you enter ‘CA’ into the ‘Search this list’ field, the list will display all
students who have ‘CA’ in their first name and last name.

Active Conveyance Allowance Services (1) a ca r
Service Mame ~ | Student First Name ¢ ~ | Student Last Hame ~ | Date of Birth ~ | Type of Assistance e
1 CA Conveyance allowance
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3. You can also search for students by using the ‘Filter’ button.

e e—
Active Conveyance Allowance Services (30) 0, search this list. @
Service Name ~ | Student First .. T | Student Last Na.. | Date of Birth ~ | Type of Assistance —
il
! Conveyance allowan. Select an Option -
Operator
2 ‘Conveyance allowan...
Select an Option -
3 ‘Conveyance allowan... Value
4 ‘Conveyance allowan...
Apply Filter Clear Filters
5 ’ ‘Conveyance allowan...

For example, to find a student whose last name is ‘Whitby’:
- select ‘Student Last Name’ in the ‘Field’ dropdown
- select the option ‘Contains’ in the ‘Operator’ field
- enter 'Whit’ in the ‘Value’ field

Active Conveyance Allowance Services (30) Q search this list...
Service Name “ | Student First.. * ¥ | Student Last Na.. *~ | Date of Birth “ | Type of i W P

i

1 : Conveyance allowan... Student Last Name v
. Operator

2 Conveyance allowan...

Contains v
3 Conveyance allowan... Value

[ whit
4 Conveyance allowan...
Apply Filter Clear Filters

5 Conveyance allowan...

4. Click the ‘Apply Filter’ button and the list will display with any students who have ‘Whit’
in their last name.

Active Conveyance Allowance Services (2) @, search this list_ n
Service Name “~ | Student First ... T | Student Last Na.. *~ | Date of Birth ~ | Type of Assistance cield
el
1 White Conveyance allowan... student Last Name v
; Operator
2 ‘White Conveyance allowan...
Contains -
Value
Whit
Apply Filter Clear Filters

5. Click on the blue hyperlink next to the student’s name in the ‘Service Name’ column.

Active Conveyance Allowance Services (1) [ Q CA ] Y

Service Name v | Student First Name ¢ v | Student Last Name v | Date of Birth Vv | Type of Assistance v

1 [: CA Conveyance allowance
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6. The Change of Information request introduction page will display.

Change of Information request

School

When should this form be completed?

This form needs to be completed as early as possible for changes in the student's information. This includes, for example,
changes to residential address, changes to caregiver information, changes to bank account information etc.

When should this form not be completed?

= Change to enrclling school - this requires a new application to be completed

Reminder
Before completing this form, you'll need to know:

= the student’s itinerary. The itinerary information listed for the student is their existing itinerary, you'll need to
update this as required.

We aim to process changes to student’s information within 20 working days.

For assistance with your Change of Information request, please contact School Transport:
0800 287 272 orschool.transport@education.govt.nz

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

Change of Information request

School

For changes to student's address(es), you may alsoc need to update Itinerary information.

* Student information

Student detalls

First name(s) Middle name Last name
Date of birth Gender

School year of student National student number (NSMN)
Year 3

Address detalls

Is this student in a shared custody arrangement? i.e., they have more than one residential address?

No

Primary Residential Address

Note:

e 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 a Conveyance
Allowance Change of Information request (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.

e 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 Pokapi 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.
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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.

Change of Information request

School

For changes to student's address(es), you may also need to update Itinerary information.

> Student information

* Enrolling school details

Enrolling school

» Caregiver information
» Payment information
» Itinerary information

» Upload documents

Save for later Previous Review
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Caregiver information

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

Change of Information request

School

For changes to student’s address(es), you may also need to update Itinerary information.

> Student information

» Enrolling school details

I “ Caregiver information I

Primary caregiver details

First name Middle name Last name

Relationship to student
Mobile phone Home phone Work phone

Primary residential address

Email address

» Payment information
> Itinerary information

» Upload documents

Save for later Previous Review

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 Pokapu 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.

Caregiver details change Alert

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.

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

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

Change of Information request

School

For changes to student's address(es), you may also need to update Itinerary information.

> student information
> Enrolling school details

» Caregiver information

~ Payment information

More than cne child a

You can only direct your conveyance allowance payments to your school if all of your children who are receiving a conveyance allowance attend the same
school. Note: your children do not have to be attending the same school if you are directing your conveyance allowance payments to another person.

The bank account you select for this application will become the default bank account for all of your conveyance allowance payments, even if you previously

selected a different bank account for other children i.e. This is because you cannot have more than one bank account for receiving your conveyance allowance
payments

Do you have another child whao is currently receiving school transport assistance?

who will be receiving the payment?

» Itinerary information

> Upload documents

save for later
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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 4 students.

~ Payment information

More than one child iving a

payments.

= You can only direct your conveyance allowance payments to your school if all of your children who are receiving a conveyance allowance attend the same
school. Note: your children do not have to be attending the same school if you are directing your conveyance allowance payments to another person.

= The bank account you select for this application will become the default bank account for all of your conveyance allowance payments, even if you previcusly
selected a different bank account for other children i.e. This is because you cannct have more than one bank account for receiving your conveyance allowance

* Yes
No

student name

student name

student name

student name

Do you have ancther child whao is currently receiving school transport assistance?

School name

School name

School name

School name

@ Remove

& Remove

@ Remove

@ Remove

who will be receiving the payment?
Caregiver(s)
School
Other recipient

¥ Cancel « Done

3. You can remove a student by selecting the ‘Remove’ button next to their name.

* Yes
No

Student name

Student name

Student name

Student name

Do you have another child who is currently receiving school transport assistance?

School name

School name

School name

School name

Remove

=3

Remove

=3

Remove

aF

Remove

af

June 2025
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4. If you select ‘Other recipient’ to be paid, you will need to provide the recipient’'s name.

~ Payment information

More than one child receiving a conveyance allowance:

= You can only direct your conveyance allowance payments to your school if all of your children who are receiving a conveyance allowance attend the same
school. Note: your children do not have to be attending the same school if you are directing your conveyance allowance payments to another person.
= The bank account you select for this application will become the default bank account for all of your conveyance allowance payments, even if you previously

selected a different bank account for other children i.e. This is because you cannot have more than cne bank account for receiving your conveyance allowance
payments.

Do you have ancther child who is currently receiving school transport assistance?

Yas
» Mo

‘Who will be receiving the payment?

Caregiver(s)
Sehanl

® Other recipient

Recipient's Name

» Cancel " Done

5. Click the 'Done’ button to save your changes.
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Itinerary information

1. If the student is not in a shared custody arrangement, you are not required to provide
an itinerary.

Change of Information request

School

For changes to student’s address(es), you may also need to update Itinerary information.

* Student information

Student details # Edit
First name(s) Middle name Last name

Date of birth Gender

School year of student Mational student number (NSN)

Year 2

Address details

Is this student in a shared custody arrangement? i.e,, they have more than one residential address?
No

Primary Residential Address

> Enrolling school details

> Caregiver information

> Payment information

* Itinerary information
No Itineraries to display

> Upload documents
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Upload documents

1. Click on the down arrow next to ‘Upload documents’. Click on the ‘Upload Files’ button.

Change of Information request

School

For changes to student’s address(es), you may alse need to update ltinerary information.

? Student information

? Enrolling school details
> Caregiver information
» Payment information

» Itinerary information

~ Upload documents

Bank account information upload

Bank account proof must be one of the following (not all or several):

s A bank statement showing the account helder's name, bank account number and at least one deposit or one withdrawal transaction with its corresponding
date.

= A pre-printed deposit slip which includes the full bank account number (bank, branch, account number and suffix) and the account holder's name.

= An ATM printout which shows the bank logo and the full bank account number (bank, branch, account number and suffic) and the account holder's full name.

= Bank teller account confirmation dated and stamped by the bank. Which shows the full bank account number (bank, branch, account number and suffix) and
the account helder's name.

= Aninternet printout which includes the full bank account mumber (bank, branch, account number and suffix) and the account holder's name and the web
address aleng the top or bottom of the page.

» If this is a shared custody application, you'll need to upload the bank information for all caregivers.

Please note that regardless of what bank account proof is provided:

The bank account proof should not be more than & moniths old.
The supplier’s name must match the bank account name or provide supporting decuments to establish the identity link (e.g. marriage certificate).

A, Upload Files r drop files

)

® Cancel + Done

Save for later
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2. Select the file that you want to upload. Once it has uploaded click ‘Done’.

Upload Files

1 af 1 file uploaded m

3. You can view each file you have uploaded in the document list.

Change of Information request

School

For changes to student’s address(es), you may also need to update Itinerary information.

» Student information

» Enrolling school details
» Caregiver information
> Payment information

» Itinerary information

* Upload documents

Bank account information upload

Bank account preof must be one of the following (not all or several):

= A bank statement showing the account holder’s name, bank account number and at least one deposit or one withdrawal transaction with its comesponding
date.

A pre-printed deposit slip which includes the full bank account number (bank, branch, account number and suffix) and the account halder's name.

An ATM printout which shows the bank logo and the full bank account number (bank, branch, account number and suffix) and the account holder's full name.
Bank teller account confirmation dated and stamped by the bank. Which shows the full bank account number (bank, branch, account number and suffix) and
the account holder's name.

An internet printout which includes the full bank account number (bank, branch, account number and suffix) and the account helder's name and the web
address along the top or bottom of the page.

» [f this is a shared custody application, you'll need to upload the bank information for all caregivers.

Please note that regardless of what bank account proof is provided:

The bank account proof should not be more than & months old.
The supplier’s name must match the bank account name or provide supporting decuments to establish the identity link (2.g. marriage certificate).

Ay Uplead Files Or drop files

pdf

=[]

Bk

irg

¥ Canmcel + Done

Save for later Previous m
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4. To delete a file, click on the ‘Delete’ button next to the file name.

Change of Information request

School

For changes to student’s address{es), you may also need to update Itinerary information.

» Student information

? Enrolling school details
» Caregiver information
» Payment information

» ltinerary information

“ Upload documents

Bank account information upload

Bank account proof must be one of the following (not all or several):

= A bank statement showing the account holder's name, bank account number and at least one deposit or one withdrawal transaction with its corresponding
date.

A pre-printed deposit slip which includes the full bank account number (bank, branch, account number and suffix) and the account holder's name.

An ATM printout which shows the bank loge and the full bank account number (bank, branch, account number and suffix) and the account holder's full name.
Bank teller account confirmation dated and stamped by the bank. Which shows the full bank account number (bank, branch, account number and suffix) and
the account holder's name.

Aninternet printout which includes the full bank account number (bank, branch, account number and suffix} and the account holder's name and the web
address along the top or bottom of the page.

If this is a shared custody application, you'll need to upload the bank information for all caregivers.

Please note that regardless of what bank account proof is provided:

The bank account proof should not be more than & months old.
The supplier’s name must match the bank account name or provide supporting documents to establish the identity link (e.g. marriage certificate).

o Upload Files Or drop files

=3

pdf

=]

dpa

¥ Cancel + Done

Save for later

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.

Change of Information request

School

For changes to student's address(es), you may also need to update Itinerary information.

» Student information

? Enrolling school details
» Caregiver information
» Payment information

» Itinerary information

» Upload documents

Sawve for later Previous Review

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’.

Alert

Mo changes have been made to the Change of Information Request.

4. To access your draft Change of Information request, go to ‘My School’s Applications’
and click on ‘Conveyance Allowance’.

.. pokopi Waka Kura
T Mosa

PokapQ Waka Kura

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

‘Resume’ link of the request you would like to complete.

Application assessment pathway

o
Application School completes School Transport
submitted declaration processing

Draft Conveyance Allowance Applications (3)

3 items = Sorted by date created

Transport A.. ~ | Student Firs.. ~ | Student Last.. »~~ | S1Enrolling .. ~ | Created by .. * | Created D.. &+ ~ | Status

Draft Change of Information Applications (3)

3 items « Sorted by Student First Name

Transport A.. Student Fl.. + Student Last... S1Enrelling .. Created by .. Created Date - Status

In Progress Conveyance Allowance Applications (151)

151 iterns = Sorted by date created

T, Search this list...

0, Search this list...

T, Search this list...

Transport A.. | Change of Infor.. | Students Fir.. *~ | Students La.. *+ | 51Enrolling.. *~ | Created By .. *~ | Created D.. &

o
Completed
T
e
Resume
Resume
Resume
T
w
Resume
Resume
Resume
T
Status w
Assessed

June 2025
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Reviewing your Change of Information request

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

Change of Information request
School

For changes to student's address(es), you may also need to update Itinerary information.

~ Student information

Student details # Edit
First name(s) Middle name Last name
Date of birth Gender
HMale
School year of student Mational student number (MSN)
Year 3

Address detalls

Is this student in a shared custody arrangement? i.e., they have more than one residential address?
Mo

Primary Residential Address

> Enrolling school details
> Caregiver information
> Payment information

> Itinerary information

» Upload documents

Save for later Previous

Note: 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.

Alert

Mo changes have been made to the Change of Information Reguest.
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2. A review page will appear, displaying all the information for the student.

Change of Information request
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3. If you need to make any further changes, click on the ‘Previous’ button. Make your
changes and then select ‘Review’ to review the changes.

4. Select ‘Next’ when you are happy with the changes you have made.

Change of Information request

o Scheal

AEview Trangss

Firaica review tha imlermation changs &z the riudent befare dickicg Ssbmit’

e Typer

Tawe ol arulene regarsied
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[ Arndn
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Bakews delaidy

b P skl 8 e e sledp ararges el e Lbey b were e e srusielid sddeeat
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Caregiver declaration

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

Change of Information request

School

Caregiver Declaration
I declare the information entered on this form is true and correct

1 will notify the school and Ministry’s School Transport team of any changes to the information | have provided

Date assistance is requested from? @

m

Caregiver name

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

Change of Information request

schoal

Caregiver Declaration

+ ldeclare the information entered on this form is true and correct

« 1 will notify the schoel and Ministry's School Transport team of any changes to the infermation | have provided

Date assistance is requested from?

Caregiver name

[ Previous

3. The following message will display.

Submit Confirmation

Are you sure you want to submit the Change of Information Request?

Cancel Yes, submit
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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.

Submit Confirmation

Are you sure you want to submit the Change of Information Request?

Cancel Yes, submit

5. Once you click on ‘Yes, submit’, your Change of Information Request will be sent to
the Ministry for processing. Click ‘Done’ to exit.

Change of Information Request

School

Thank you for submitting a Change of Information Request for

Wi aim to process changes to student information within 20 working days.

For any questions about the Change of Information Request,
please contact school transport: Q800 287 272

or school transport@education.govt.nz
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How to complete a Conveyance
Allowance Change of Information request
(shared custody)

1. Navigate to the ‘Active Conveyance Allowance Services’ list.

I Active Conveyance Allowance Services (30) | €, search this list...

Service Name « | Student First Name « | Student Last Name W Date of Birth v | Type of Assistance o

1 Conwveyance allowance

2 Conveyance allowance
3 ] Conveyance allowance
4 Conveyance allowance

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.

Active Conveyance Allowance Services (4) 0, Search this list... T

Service Mame ~ | Student First MName + ~ | Student Last Mame ~ | Date of Birth ~ | Type of Assistance w

1 Conveyance allowance

2 Conveyance allowance
3 Conveyance allowance
4 Conveyance allowance

For example, when you enter ‘CA’ into the ‘Search this list’ field, The list will display all
students who have ‘CA’ in their first name and last name. Click on the blue hyperlink
against the student’s name in the ‘Service Name’ column.

Active Conveyance Allowance Services (1) Q. CA v

Service Mame + | Student First Name ¢ + | Student Last Mame w | Date of Birth | Type of Assistance ~

1 CA Conveyance allowance
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3. You can also search for students by using the Filter button.

Active Conveyance Allowance Services (30) ©, Search this list...
Service Name “ | Student First .. T * | StudentLast Na.. *~ | Date of Birth “ | Type of Assistance Siela

el

1 Conveyance allowan... Select an Option v
Operator

2 Conveyance allowan...

Select an Option -
3 Conveyance allowan... Value
4 Conveyance allowan...

Apply Filter Clear Filters
5 - Conveyance allowan.
& Conveyance allowan...
7 Conveyance allowan...
8 Conveyance allowan...
g . Conveyance allowan...
1+ [ Conveyance allowan.

Showing Page 1of 3 View all

For example, to find a student whose last name is ‘Whitby’:
- select ‘Student Last Name’ in the ‘Field’ dropdown
- select the option ‘Contains’ in the ‘Operator’ field
- enter 'Whit’ in the ‘Value’ field

Active Conveyance Allowance Services (30) o, Search this list...
Service Name ~ | Student First ... T * | Student Last Na.. ~ | Date of Birth ~ | Type of i W ot

el

1 i e Conveyance allowan... Student Last Name v
- Operator

2 Conveyance allowan...

Contains -
3 Conveyance allowan... Value

l whit]

4 Conveyance allowan...

Apply Filter Clear Filters
5 Conveyance allowan...
[ ' Conveyance allowan...
7 1 Conveyance allowan...
B Conveyance allowan...
] Conveyance allowan...
1 [+] 1 Conveyance allowan...

Showing Page 1of 3 View All
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4. Click the ‘Apply Filter’ button and the list will display with any students who has ‘Whit’ in
their Last Name.

Active Conveyance Allowance Services (2) ©, Search this list...

Service Name ~ | Student First.. T * | StudentLast Na.. * | Date of Birth ~ | Type of Assistance Field
ie

1 White Conveyance allowan... Student Last Name A

~ Operator
2 White Conveyance allowan...

Contains v

Value

Whit

Apply Filter Clear Filters

5. Select the student from the ‘Active Conveyance Allowance Services’ list, by clicking the
blue hyperlink against the student’s name in the Service Name column.

I Active Conveyance Allowance Services (30) | 0, Search this list...
Service Name “ | Student First Name ~ | Student Last Name | Date of Birth “ | Type of Assistance v
1 | sD-00016759

Conveyance allowance

2 SD-00016902 Conveyance allowance

3 SD-00016911 Conveyance allowance

4 | sSD-00016642 Conveyance allowance
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6. The Change of Information request introduction page will display.

Change of Information request
School

When should this form be completed?

This form needs to be completed as early as possible for changes in the student’s information. This includes, for example,
changes to residential address, changes to caregiver information, changes to bank account information etc.

When should this form not be completed?

= Change to enrclliing school - this requires 2 new application to be completed

Reminder
Before completing this form, you'll need to know:

= the student’s itinerary. The itinerary information listed for the student is their existing itinerary, you'll need to
update this as required.

We aim to process changes to student’s information within 20 working days.

For assistance with your Change of Information request, pleaze contact School Transport:
Q800 287 272 orschool.transporti@education.govt.nz

7. Click on the ‘Start’ button to begin completing the report.
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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.

Change of Information request
School

For changes to student's address{es), you may also need to update ltinerary information.

* Student information

Student detalls # Edit
First name(s) Middle name Last name

Date of birth Gender

School year of student Mational student number {NSN)

Year 3
Address detalls

Iz this student in a shared custody arrangement? i.e., they have more than one residential address?
Yes
Primary Residential Address

Secondary Residential Address

Third Residential Address

Note:

o |f 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 a
Conveyance Allowance Change of Information request (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.
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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:

i. 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.

ii. If you delete the ‘Secondary Residential Address’ and/or the ‘Third Residential
address’ an error message will appear below the field.

Change of Information request

School

For changes to student's address(es), you may alse nead te update Itinerary information.

* student information

Student details

First name(s) Middle name Last name
Date of birth Gender
1/05/2016 -
School year of student MNational student number (NSN)
Year 3 L4

Address details

Note: If your residential address does not appear in the Residential Address field dropdown for you to select, please type your address into the Residential
Address field.

Is this student in a shared custody arrangement? i.e_, they have more than one residential address?

Yes -

Please note: To complete this request you will be required to submit the details for all the caregivers for this student, including residentizl addresses and caregiver
payment details.

Primary Residential Address

x
Secondary Residential Address
Q i ]
Secondary Residential Address required
Third Residential Address
L]

» Cancel " Done

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:

Student information change Alert

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 “ltinerary information™ section and save the changes.

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.

Change of Information request

School

For changes to student's address(es), you may also need to update Itinerary information.

> Student information

* Enrolling school details

Enrcliing school

» Caregiver information
» Payment information
» Itinerary information

» Upload documents

Save for later Previous Review
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Caregiver information

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

Change of Information request

Sehool

Foar changes bo studenl’'s address{es), you may also need Lo update Itinerary information.

> Student information

*> Enrolling school details

I = Caregiver information I
Primary careaiver datalls
First namz Middie nama Last roma

Riclaticnship to studaent
Eamily

HMobile phone Home phome Work phone

Frimary residential address
Emil address

Secondary caregiver detalls

First nama Middle nama Last name
Riedaticnship to studant

Mobile phone Home phone Work phane
Secondary residential address

Enraill sdciress

Third caregiver detaills

First nama Middle nama Last name
Riclaticnship to studaent
Mobile phone Home phome Work phone

Third residential addness
Enraill sdoiress

> Payment infarmation
* Itinerary information

> Upload docurments

Sawa for laker Provious m
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2. Where a student has two caregivers, enter:

o 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.

= Caregiver information

Primary caregiver detalls

First nama

Refationship to studant

HMobda phang

Primary residential address

Emiadl xddress

Middle nama

Secondary caregiver detalls

First nama

Refationship to studant

HMobda phang

Secondary residential address

Emiail ddress

Middle name

Third care-giver details.

First nama

Refationship to studant

Mobila phane

Third residential address

Emiail ddress

Middie name

Last raima

Work phone

Last rama

Work phone

Last ramae

Work phone

¥ Romove

¥ Remove

Cancal - Dong
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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 “ltinerary information” section and save the changes.’

records. You mist:

Caragiver details change alert

‘Wou hawve selected to updabe one or more of the caregivers’ addresses.
This has automatically updabed the student’s addresses and cleared) any ifHncary

a. review the “Student infarmation™ section and save the dhanges.
b compilete the “Itinerary information™ section and sawve the changes.

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

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

Change of Information request

School

For changes to student's address(es), you may also need to update Itinerary information.

> Student information
> Enrolling school details

» Caregiver information

~ Payment information

Mare than one child iving a 1l

= You can only direct your conveyance allowance payments to your school if all of your children who are receiving a conveyance allowance attend the same

school. Mote: your children do not have to be attending the same school if you are directing your conveyance all e pay ts to another person.

The bank account you select for this application will become the default bank account for all of your conveyance allowance payments, even if you previoushy

selected a different bank account for other children i.e. This is because you cannot have more than one bank account for receiving your conveyance allowance
payments.

Do you have another child who is currently receiving school transport assistance?

who will be receiving the payment?

> Itinerary information

> Upload documents

Save for later Review
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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.

“ Payment information

Mare than one child receiving a conveyance allowance:

= Y¥ou can only direct your conveyance allowance payments to your school if all of your children who are receiving a conveyance allowance attend the same
school. Note: your children do not have to be attending the same school if you are directing your conveyance allowance payments to another person.

= The bank account you select for this application will become the default bank account for all of your conveyance allowance payments, even if you previously
selected a different bank account for other children i.e. This is because you cannot have more than one bank account for receiving your conveyance allowance

payments.
Do you have another child wheo is currently receiving school transport assistance?
* Yes
No
Student name School name
W Remove
Student name School name
& Remove
|
Student name School name
W Remove
Student name School name
W Remove

Whao will be receiving the payment?

Caregiver(s)
School
Other recipient

» Cancel ' Dohe
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3. You can remove a student by selecting the ‘Remove’ button next to their name.

Do you have another child who is currently receiving school transport assistance?
® Yes
No
Student name School name
W Remove
Student name School name
& Remove
|
Student name School name
o Remove
Student name School name
o Remove

4. If you select ‘Other recipient’ to be paid, you will need to provide the recipient’s name.

~ Payment information

More than one child receiving a conveyance allowance:

= You can only direct your conveyance allowance payments to your school if all of your children who are receiving a conveyance allowance attend the same
school. Note: your children do not have to be attending the same school if you are directing your conveyance allowance payments to another person.

= The bank account you select for this application will become the default bank account for all of your conveyance allowance payments, even if you previously
selected a different bank account for other children i.e. This is because you cannot have more than cne bank account for receiving your conveyance allowance
payments.

Do you have ancther child who is currently receiving school transport assistance?

Yas
» Mo

‘Who will be receiving the payment?

Caregiver(s)
Sehanl

® Other recipient

Recipient's Name

® Cancel ' Done

5. Click the 'Done’ button to save your changes.

June 2025 Page 38 of 61



Conveyance Allowance — change of information request user guide

Itinerary information

1. Click on the down arrow next to ‘Itinerary information’. If a student is in a shared custody
arrangement, the student’s existing itinerary will be displayed in the ‘ltinerary
information’ section.

I ~ Itinerary information I

Enter the mame of the Caregiver whe will be transporting the student in the morning and the name of the Caregiver who will be transporting the student in the

afternoon.

Week 1

Al least one itinerary is required to proceed

* Monday
To School Assistance Type
No Assistance .
To Home Assistance Type Caregiver Name Leaving From Going To Departure Time
Conveyance all.. w - r r 12:00 am -
| Apply to the rest of the week |
> Tuesday

> Wednesday
» Thursday
> Friday

Select if week 2 is different to week 1

Cancel E

2. 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 ltinerary 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 “ltinerary information” section and save the changes.’

Caregiver details change alert

Wou hawve selected to update one of more of the caregivers’ addresses.

This has automatically updated the student's addresses and cleared any ifinerary
recoeds. You mst:

a. review the “Student information™ section and sawe the changes.

b compigbe the “Thinerary informaticn™ section and save the changes.
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3. Select the ‘Edit’ button to make changes to the student’s itinerary.

4. Click the dropdown arrow beside the name of each weekday to expand the itinerary for
that day.

* Itinerary information

Enter the name of the Caregiver who will be transporting the student in the morning and the name of the Caregiver who will be transporting the student in the
afternoon.

Week 1

Al least one itinerary i required o proceed

onday

To School Assistance Type
Mo Assistance .. w
To Home Assistance Type Caregiver Hame Leaving From Going To Departure Time
Conveyance all.. « v ¥ F 12:00 am -
| Apply to the rest of the week |
> [Tuesday

> fWednesday
2 [Thursday
> |Friday

Select if week 2 is different to week 1

Cancel m

5. You can make changes to the ‘To School’ and ‘To Home’ fields by selecting the
relevant option in each field.

~ Itinerary information

Enter the name of the Caregiver who will be transporting the student in the morning and the name of the Caregiver who will be transporting the student in the
afterncon.

Week 1

At least one itinerary i required o proceed

* Monday

To School Assistance Type

Me Assistance ... w

Assistance Type Caregiver Name Leaving From Going To Departure Time

Conveyance all... v r r 12:00 am -

| Apply to the rest of the week |

» Tuesday

» Wednesday
» Thursday

» Friday

Select if week 2 is different to week 1

Cance' m
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6. Select either ‘No Assistance Required’ or ‘Conveyance Allowance’ as the ‘Assistance

Type'.

~ Itinerary information

afternoon.

Week 1

“ Monday

At least one itinerary is required to procesed

To School

To Home

Assistance Type
Mo Assistance ...
o Ho Assistance
Required

Conveyance
allowance

Careaiver Mame

? Tuesday
» Wednesday
» Thursday

? Friday

Select if week 2 is different to week 1

Leaving From

Gaing Te

Enter the name of the Caregiver who will be transporting the student in the morning and the name of the Caregiver who will be transporting the student in the

Departure Time
12:00 am ¥

Apply to the rest of the week

C ance' m

7. If you select ‘No Assistance Required’ the remaining fields will not display.

8. If you select ‘Conveyance Allowance’ as the ‘Assistance Type’, select the correct
information from each dropdown, in both the ‘To School’ and ‘To Home’ sections for:

e ‘Caregiver Name’
e ‘Leaving From’

e ‘Going To’

o ‘Arrival Time’

e “Departure Time’

June 2025
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9. If you want to apply the same itinerary to the rest of the week, select the ‘Apply to the

rest of the week’ button.

* Itinerary information

afterncon.

‘Week 1

Al least one itinerary is required bo procesed

?» Wednesday
» Thursday
» Friday

Select if week 2 is different to week 1

“ Monday
Ta School Assistance Type
Mo Assistance ..
Ta Home Assistancs Type
Conveyance all..
? Tuesday

Caregiver Name

Lesving From

Going To

Enter the name of the Caregiver who will be transporting the student in the marning and the name of the Caregiver who will be transporting the student in the

Departure Time

r 12:00 am -

H Apply to the rest of the week | I

cance' m

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

different to Week 1.

~ Itinerary information

afterncon.
Week 1
At least one itinerary is required to proceed
» Monday
» Tuesday
» Wednesday
> Thursday

» Friday

Select if week 2 is different to week 1

» Monday

» Tuesday

» Wednesday
» Thursday

» Friday

Enter the name of the Caregiver whe will be transporting the student in the morning and the mame of the Caregiver who will be transporting the student in the

Cancel m
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11. Complete the ‘Week 2’ itinerary information.

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

1. Click on the down arrow next to ‘Upload documents’. Select the ‘Upload Files’ button to
upload documents.

Change of Information request

School

For changes to student's addrass{es), you may also need to update Itinerary information.

» Student information

> Enrolling school details
» Caregiver information
» Payment information

> Itinerary information

* Upload documents

Bank account information upload

Bank account proof must be one of the following (not all or several):

= A bank statement showing the account holder’s name, bank account number and at least one deposit or one withdrawal transaction with its corresponding
date.

s A pre-printed deposit slip which includes the full bank account number (bank, branch, account number and suffix) and the account helder's mame.

= An ATM printout which shows the bank lege and the full bank account number (bank, branch, account number and suffix) and the account holder's full name.

» Bank teller account confirmation dated and stamped by the bank. Which shows the full bank account number (bank, branch, account number and suffix) and
the account helder's name.

s An internet printout which includes the full bank account number (bank, branch, account number and suffix) and the account helder's name and the web
address aleng the top or bottom of the page.

= [If this iz a shared custody application, you'll need to uplead the bank information for all caregivers.

Please note that regardless of what bank account proof is provided:

The bank account proof should not be more than & months old.
The supplier’s name must match the bank account name or provide supporting documents to establish the identity link (e.g. marriage certificate).

A, Upload Files r drop files

[is)

¥ Cancel + Done

Save for later Review
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Note:

If this is a shared custody application, you'll need to upload the bank information for all
caregivers.

Change of Information request

School

For changes to student's address(es), you may also need to update Itinerary information.

? Student information

» Enrolling school details
» Caregiver information
» Payment information

> ltinerary information

~ Upload documents

Bank account information upload

Bank account proof must be one of the following (not all or several):

= A bank statement showing the account holder's name, bank account number and at least one deposit or one withdrawal transaction with its corresponding
date.

= A pre-printed deposit slip which includes the full bank account number (bank, branch, account number and suffix) and the account helder's name.

= An ATM printout which shows the bank lege and the full bank account number (bank, branch, account number and suffix) and the account holder's full name.

= Bank teller account confirmation dated and stamped by the bank. Which shows the full bank account number (bank, branch, account number and suffix) and
the account holder's name.

= Aninternet printout which includes the full bank account mumber (bank, branch, account number and suffix) and the account holder's name and the web
address aleng the top or bottom of the page

= If this is a shared custody application, you'll need to upload the bank information for all caregivers.

Please note that regardless of what bank account proof is provided:

The bank account proof should not be more than & manths ald.
The supplier’s name must match the bank account name or provide supporting doecuments to establish the identity link (e.g. marriage certificate).

&y Upload Files r drop files

% Cancel +w Done

Save for later Review
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2. Select the file that you want to upload and when it has uploaded click ‘Done’.

Uplead Files

1 af 1 file uploaded m

3. You can view each file you have uploaded in the document list.

Change of Information request

School

For changes to student’s address(es), you may also need to update Itinerary information.

» Student information

» Enrolling school details
» Caregiver information
> Payment information

> Itinerary information

~ Upload documents

Bank account information upload

Bank account proof must be ene of the following (not all or several):

= A bank statement showing the account holder’s name, bank account number and at least one deposit or one withdrawal transaction with its commesponding
date.

A pre-printed deposit slip which includes the full bank account number (bank, branch, account number and suffix) and the account helder's name.

An ATM printout which shows the bank loge and the full bank account number (bank, branch, account number and suffix) and the account holder's full name.
Bank teller account confirmation dated and stamped by the bank. Which shows the full bank account number (bank, branch, account number and suffix) and
the account holder's name.

An internet printout which includes the full bank account number (bank, branch, account number and suffix) and the account holder's name and the web
address along the top or bottom of the page.

» [f this is a shared custody application, you'll need to upload the bank information for all caregivers.

Please note that regardless of what bank account proof is provided:

The bank account proof should not be more than & months old.
The supplier’s name must match the bank account name or provide supporting decuments to establish the identity link (2.g. marriage certificate).

A Upload Files Or drop files

"

=[]

pdi

Bk

Jrg

® Cancel ~ Dons

Save for later Previous m
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4. Click the ‘Delete’ button if you need to delete any uploaded document.

Change of Information request

School

For changes to student’s address(es), you may also need to update Itinerary information.

» Student information

» Enrolling school details
» Caregiver information
> Payment information

» Itinerary information

* Upload documents

Bank aceount Information upload

Bank account preof must be one of the following (not all or several):

= A bank statement showing the account holder’s name, bank account number and at least one deposit or one withdrawal transaction with its comesponding
date.

A pre-printed deposit slip which includes the full bank account number (bank, branch, account number and suffix) and the account halder's name.

An ATM printout which shows the bank logo and the full bank account number (bank, branch, account number and suffix) and the account holder's full name.
Bank teller account confirmation dated and stamped by the bank. Which shows the full bank account number (bank, branch, account number and suffix) and
the account holder's name.

An internet printout which includes the full bank account number (bank, branch, account number and suffix) and the account helder's name and the web
address along the top or bottom of the page.

If this iz a shared custody application, you'll need to upload the bank information for all caregivers.

Please note that regardless of what bank account proof is provided:

The bank account proof should not be more than & months old.
The supplier’s name must match the bank account name or provide supporting decuments to establish the identity link (2.g. marriage certificate).

Ay Uplead Files Or drop files

=[]

pdf

Bk

irg

¥ Canmcel + Done

Save for later Previous

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 completing this form prior to
selecting the ‘Review’ button.

Change of Information request

School

For changes to student’s address(es), you may also need to update Itinerary information.

? Student information

? Enrolling school details
» Caregiver information
» Payment information

? ltinerary information

» Upload documents

Save for later Previocus m

2. The following message will display.

Success

The infarmation has been saved as draft

3. If you have made no changes, you will receive an alert message. Select ‘OK’.

Alert

Mo changes have been made to the Change of Information Request.
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4. To access your draft Change of Information Request, go to ‘My School’s Applications’
and click on ‘Conveyance Allowance.

_:.'_f‘»", .. Pokapd Woka Kura T nv] A Asplcaton v epaaing v Coemcit v Stadees SoeaSegue bk A Supsen a0
Te Mobau

PokapQ Waka Kura

Schools Hub

5. The ‘Draft Change of Information Applications’ section will appear. Click on the blue
‘Resume’ hyperlink of the request you would like to complete.

Application assessment pathway

o o
Application School completes School Transport Completed
submitted declaration processing
Draft Conveyance Allowance Applications (3) Q Search this list... v

Zjtems - Sorted by date created

Transport A.. -~ | Student Firs.. *~ | Student Last.. *~ | S1Enrelling .. *~ | Created by .. *~ | Created D.. { * | Status o o
1 Resume
2 Resume
3 Resume
Draft Change of Information Applications (3) 0 Search this list.. v

Ziitems = Sorted by Student First Name

Transport A_. ~ | Student Fi.. + ~ | Student Last.. *~ | 51Enrolling .. *~ | Created by .. * | Created Date - | Status W e
1 C Resume
2 _I—m— O . N R _____ RS __ ____ NN Resume
3 —[—— " X Resume

In Progress Conveyance Allowance Applications (151) Q Search this list_. v

151 itemns = Sorted by date created
Transport &_. *~ | Change of infor.. | Students Fir.. *~ | Students La.. * | 51 Enrolling .. ~ | Created By .. ~ | Created D.. + * | Status w

1 Assessed
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Reviewing your Change of Information request

1. Once you have finished editing this form, click the ‘Review’ button.

Change of Information request

School

For changes to student's address(es), you may also need to update Itinerary information.

* Student information

Student detalls # Edit
First name(s) Middle name Last nams

Date of birth Gender

School year of student Mational student number (MSM)

Year 3

Address detalls

Is this student in a shared custody arrangement? ie., they have more than one residential address?
Yes
Primary Residential Address

Secondary Residential Address

Third Residential Address

» Enrolling school details
» Caregiver information
» Payment information

» Itinerary information

» Upload documents

Save for later Pravious Review

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.

Alert

Mo changes have been made to the Change of Information Request.
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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.

Change of Infermation request

o Gchel

ReEview TRange

Firaws review iha imformakian change &= the riudent befare dizkirg Sebmit

e ]

Tawe ol ausilmas regurded

Lamrmpar s
Shudam informazian

ol e Laie.

Fail pamels M rawe Land
e

i Armin

L a bmnal o ] NEH

e 1

Sk delals

b P s kel s shmrsssladp arargeees e ey e mere Dhas wer arusieslonl add et

)

Enrmoiling Schoal detsin

Fauliey wabanl

Caregiver imormatian

ETERETp CRlegiid 2R

Einarary isfarmation

lipoed documeni
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Caregiver declaration

1. Complete the Caregiver Declaration on behalf of the caregiver(s).

Change of Information request

School

Caregiver Declaration

I declare the information entered on this form is true and correct
1 will notify the school and Ministry's School Transport teéam of any changes to the information | have provided

The caregivers listed on this application are aware that | have provided their information (including bank details) to the Ministry, and the outcome of this application
could result in a financial benefit

Date assistance is requested from? @

Caregiver name

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

Change of Information request

School

Caregiver Declaration

+ Ideclare the information entered on this form is true and correct
< 1will notify the school and Ministry's School Transport team of any changes to the information | have provided

- The caregivers listed on this application are aware that | have provided their information (Including bank details) to the Minlstry, and the outcome of this application
could result in a financial benefit

Date assistance is requestad from?

Caregiver name
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3. Once you click on the ‘Submit’ button, the following message will be displayed:

Submit Confirmation

Are you sure you want to submit the Change of Information Request?

Cancel Yes, submit

4. Click 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.

Change of Information Request

School

Thank you for submitting a Change of Information Request for

Wi aim to process changes to student information within 20 working days.

For any questions about the Change of Information Request,
please contact school transport: Q800 287 272

or school transport@education.govt.nz
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How to view your completed Conveyance
Allowance 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 ‘Conveyance Allowance’ in the
dropdown.

&
7% Pokapl Waka Kura T e anons <] StartAn Appiicaton v Reporting v Controcts v Student DstaRlequest  Help & Suppart v s 0
To Mahau

Pokapii Waka Kura

Schools Hub

T

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

Draft Conveyance Allowance Applications (3) 1, Search this list r

3items = Sorted by date created

Transport A.. * | Student Firs.. ~ | Student Last.. ~ | S1Enrolling.. ~~ | Created by.. “ | CreatedD.. + » | Status ~ “
1 Draft Resume
2 Draft Resume
z Draft Resume

Draft Change of Information Applications (3) 0, Search this list... v

3items = Serted by Student First Name

Transport A_. “ | Student Fl.. v » | Student Last.. ~ | S1Enrolling.. ~ | Created by.. ~  Created Date * | Status v v
1 Draft Resume
2 . Draft Resume
3 . Draft Resume

In Progress Conveyance Allowance Applications (151) 01, Search this list.. r

151ilems = Sorted by date created

Transport A.. *~ | Change of Infor.. | Students Fir.. *~ | Students La.. ~ | S1Enrolling.. *~  CreatedBy .. * | CreatedD.. &+ * | Status w

1 6/06/2025,12:1..  Assessed
z 6/06/2025,12:0... Assessed
3 5/06/2025, 112 Assessed
4 5/06/2025,10:1..  Assessed
5 4/06/2025 517 Assessed
B 3/06/2025,12:3..  Assessed
7 30/05/2025, ...

a 28/05/2025,10-..  Assessed
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3. An approved ‘Change of Information request’ will be displayed in the ‘Completed
Conveyance Allowance Applications’ section.

| Completed Conveyance Allowance Applications (5)
tems = Sorie Ale crealo

Transport A.. *~ | Change of Infor.. | Students Fir.. *~ | Students Fa.. *~ | 51Enrolling.. *» | Created By ... * | Created D.. J * | Status

1 w 1/03/2025,123..  Approved
2 N/02/2035, 8:2.. Approved
3 1/02/2025, 817.. Approved
4 16/01/2025, 3:51..  Approved
5 16/12/2024, 9:17.. Approved
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details and related information will be displayed.

4. When you open an ‘In Progress Conveyance Allowance Application’, the application

Transport Application

Students First N Srudants Last M

= Processing

28 Epplion s

ARy p—————]

=

in Progress

Comments

= Applicalion Type

Fas wlsdunl praely secsresd Comsysnos Slowsnos?

s of sestd ncw pecuesdant

g cUmanly ST RIS WS

= Student Details
Shuxdenl Crewn Mameix)
Sinteni tamidy Mame
Crancur

Erechad sducd ya v
Erecdug Schoul Mems

Enecling Schoul Suturts

RO
i e wiuden] allerdrg e ciossl achool?

]

w  Residential Address
(P13 Pmrreary Fell Adkieas

(P13 ey Famanisd Suborh
(P13 ey Pwaanisd sl Code

(1) Longiluce

w  R2Z Residential Address
(P il Bt
(LT Hddun sl Suberty

(RIS Handcuniad | md cosde

+ RE Residential Address
(HLEG Pl Aduraas
(R Hsnddunlied Suberh

(FLE Handcuniad |md cosde

= Caregiver Delails

21 Enrclling Sesool Narrs Status

| Application Information |Hn|.:|te-d Infarmation

Assossed

Laraar
Corwwysnos Amoaunt
Shlun

P
LUnals s bvsd inks STHAS
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Lovalss Ihes st b v Lo el

Sloatand Mzl hsare

Ll ol Bath

N

Fursl Asviraes | oy Kenlfes lon (REIMLD}
Ermuling Saotool Sl Adcies

|
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Lt wamilares in recissnked lmee
ZTORTZES
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Cobvvan Mormala

June 2025

Page 57 of 61



Conveyance Allowance — change of information

request user guide

Transport Application

[ Fites 1y

Incident Motification - TSP ko

ESOB/20F5 » POAKE = png

Students First N “Fudants Last Nars 1 Enralling Scfool Harrs Status
Assossed
Application Information | Related Information
] sESTA Safe Travel Plans (0)
Transpart Application History (3)
3 ibares v Sorted by Oubs + Updabed & minubes age
Daite Fiaded Ui

1

F

E
Itineraries (5)
S ibaren v Upclated S ranuti agas

Itinarary Mares Wiaakday Frosn Locatian T Locathan

P

Original Valse Maw Value

Waiting for ArcGIS Rosp...  Aszessod

Waiting for ArcGIS Resp...

Wiaw All
5 o Py
Sehoal start,Tnish tima -~
Wiaw All
add Flles
Wiaw All

Note:

e The Transport Application will have a status of ‘Assessed.

e No action is required from you. All necessary action will be carried out by the

Ministry.
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5. When you open a ‘Completed Conveyance Allowance Application’, the application

details and related information will be displayed.

Transport Application

Students First M Srudunts Lask Nar

IAppllcarlnn Information I Related Infarmation

= Processing
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Transport Application
1
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