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Organisational Chart 2024
K2 CORPORATION LIMITED T/A KERSHAW TRAINING 

ENTERPRISES
Lillian W Kershaw – Owner

Esta Metekingi – Director & Finance Officer

General Manager
Lana Kershaw

Assistant Manager
Kaaran Kershaw

ILN Tutors
Chick Tarawa-Rameka

Building and Construction Tutors
Kaaran Kershaw
Madsen Tarawa

Administration
Cydney Metekingi

Marketing
Lili-Anne Kershaw-Smiler



Course Locations & 
Contact details

Literacy and Numeracy courses
Main Office
217 Commerce Street, Frankton
Freephone: 0800 123 583
Email: Lana@kershawtraining.co.nz
Website:  www.kershawtraining.co.nz

Building and Construction course
6 Keddell Street, Frankton
Freephone:  0800 123 583



Mission Statement, Values & 
Vision

EDUCATE to EMPOWER
Whakaako hei whakamana

OUR VISION
To transform the lives 
of our students, their 

whanau and 
communities through 

education

OUR VALUES
Whanaungatanga

Kotahitanga
Manaakitanga

Pono



Course fees

All course fees and related course costs are 
paid through Government funds.

Expectations of learners:

Learners are to COMPLETE the course and
ACHIEVE the qualification attached to the course



Class Times

Building &
Construction

Mon – Thurs 
8:30am-3:30pm
Fri – 9am-12pm

Literacy 
& Numeracy

Monday – Thursday
9am – 2pm

NO COURSES ON PUBLIC HOLIDAYS



Attendance

EVERY DAY
ON TIME

READY TO WORK



If Late or Absent

Ph 0800 123 583 or
txt your tutor or
FB msg our page

Late – Apologise and explain why

Absent – Ask to be excused and explain 
why 



Absent because of ....

SICKNESS

Call and ask to be 
excused.
3+ days – bring a 
medical certificate.

APPOINTMENTS

Ask your tutor to be 
excused.
Attend course 
before and/or after 
appointment.



Personal Presentation

INCLUDES:

PERSONAL HYGIENE
&

DRESS AND GROOMING



Personal Hygiene



DRESS – TIDY CASUALS

CLEAN

APPROPRIATE

Please no gang 

colours or 

clothing



Behaviour

RESPECT

Others

Self

Environment



Unacceptable Behaviour
Swearing
Bullying & Harassment
Stealing
Alcohol
Drugs
Physical violence
Damage to property

These behaviours are reason for instant dismissal and 
Police involvement if necessary.



Smoking, Alcohol & Drugs

ALL
▪ Training places
▪ Work Vehicles
▪ Events/activities that we attend are 

Smoke, Alcohol and Drug 
free zones



Health and Safety

Keep yourself and others safe while at 
course



Personal Protective 
Equipment

PPE must be worn and/or used  correctly for 
your safety 



Care of Equipment & Premises

• Look after our 
equipment, 
resources and 
training areas

• Don’t be a handy 
man



Learner Support

Academic  
Support
Pastoral care
Health and 
Safety support

Travel subsidy
Career pathway
Literacy and 
Numeracy



Complaints Process

•1
•Talk to tutor or staff member or
•Fill in a complaints form and give directly to the manager

•2
•Manager will review and investigate information and make a decision on the 

course of action to be taken

•3
•If learner/s are not happy with the course of action, learners will be advised of 

relevant the agency to contact.

1

• Talk to your tutor or a staff member
• Fill in a complaints form and give directly to the 

manager

2

• Manager will review and investigate the information 
and make a decision on the course of action to be 
taken

3

• If the learner/s are not happy with the course of 
action, learners will be advised of the relevant 
agency to contact



Disciplinary Process

Verbal Warning

2x Written 
Warnings

Dismissed



Appeals Process

Prepare facts within 15 days & 
talk to a tutor or manager

Tutor or Manager to 
investigate & make a decision

An external agency can be 
contacted to review the appeal



Early Course Withdrawal

Talk to your tutor

Complete a L&N Reassessment

Complete a feedback form

Complete a withdrawal form

Return resources belonging to the 
organisation



Post-training Support

We can help you enter into  further training or employment 
even after you have finished your course.

Don’t be surprised to hear from us



Kitchen Facilities

Basic kitchen equipment is 
available for everyone’s use.  

We supply milk, tea and 
coffee

We expect everyone to:
1. Wash and dry their own 

dishes
2. Wipe down tables and 

benches when finished
3. Remove leftovers from 

fridge each week



Recycle



Business Ph’s and Photocopier

Are for business use only as there is a cost 
involved

Learners are to print only tasks that are 
course related.  Otherwise, costs will be 
passed on – 10c per B&W, 25c per colour.



Cell ph’s & Social Media



Further Important Info

COURSE 
CANCELLATION

We will try to place 
you with another 

provider to complete 
your course.

PRIVACY & 
CONFIDENTIALITY

Your information will 
not be made public or 

given to anyone 
without your 
permission.



NZQA Quality Assurance Rating

 Category rating – 2

 NZQA is confident in our educational 
performance and capability in self 

assessment.



Kua mutu!


