Hapori Matatū |
Online Community
User Guide

Contents
Introduction .................................................................................................................................... 4
Welcome to Hapori Matatū | Online Community ........................................................................ 4
What you can do............................................................................................................................ 4
Benefits.......................................................................................................................................... 5
Getting set up on Hapori Matatū .................................................................................................... 6
Quick overview of the ESL and Hapori Matatū process.............................................................. 6
Get an Education Sector Logon (ESL) .......................................................................................... 7
How to set up a Hapori Matatū account using your ESL ............................................................ 8
Logging in to Hapori Matatū ....................................................................................................... 14
Logging out of Hapori Matatū ..................................................................................................... 14
My details ..................................................................................................................................... 15
View and update your details ..................................................................................................... 15
Conversations and groups ............................................................................................................ 17
Viewing and posting to a conversation/discussion .................................................................. 17
Deleting or editing one of your posts ......................................................................................... 18
Other teachers’ posts ................................................................................................................. 19
Groups ......................................................................................................................................... 20
Events ........................................................................................................................................... 23
Registering for available workshops and events ...................................................................... 23
Applications .................................................................................................................................. 24
Completing your application for a practising certificate ........................................................... 24
How to change a professional leader to endorse your application or verify identity .............. 25
Checking on the progress of a completed application ............................................................. 27
Status ........................................................................................................................................... 27
Continuing a draft application .................................................................................................... 27
View, download or print your digital practising certificate ........................................................ 28
Endorsement ................................................................................................................................ 30
Endorsing teacher applications.................................................................................................. 30
Endorsing professional leader applications .............................................................................. 33
Identity verification ....................................................................................................................... 36
Confirming a teacher’s identity verification ............................................................................... 36
LAT endorsement.......................................................................................................................... 38
LAT endorsement – skills shortage............................................................................................ 38
LAT endorsement – specialist skills........................................................................................... 40
Reporting conduct and competence concerns ............................................................................. 43
Submit a report ........................................................................................................................... 43

2

Other information ......................................................................................................................... 44
Contact us.................................................................................................................................... 44
Add a photo to your profile ......................................................................................................... 44
View and update your settings ................................................................................................... 45
Bookmarking the community ..................................................................................................... 46

3

Introduction
Welcome to Hapori Matatū | Online Community
Hapori Matatū is a safe, secure and professional space for teachers and professional leaders.
This ‘digital front-door’ allows teachers to access all the Council services online.
Communicating on Hapori Matatū gives teachers a secure place for professional discussion and
communication, as well as real-time information about interactions you have with the Council.
All communications happen in real time on our online system, so you can never lose your posts,
and there is no delay between posting and other teachers being able to read it.

What you can do
1.
2.
3.
4.
5.
6.
7.
8.

Apply and pay for practising certificate renewal.
Track the progress of your application in real time.
Access and update your profile.
Submit a conduct and competence report.
Start or join an online discussion with other teachers.
Start or join a discussion group.
Find out about upcoming workshops and events.
Contact us to ask for information or help.
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Benefits
Replacing paper-based
registration and
certification processes with
streamlined, online digital
processes that are intuitive
and easy to use.

Improving teacher
competence and conduct
processes.

Providing better access to
advice, resources and
information.

Providing collaborative
workspaces to share
resources with colleagues,
other education experts,
and when working with the
Council.

Supporting professional
learning and development,
including better access to
courses and research.

Improving customer service
experience with faster
response times, and prepopulated forms
and automation.

Improving communication
channels and tools, allowing
more effective and timely
engagement.
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Getting set up on Hapori Matatū
Use the guide below to help you connect your ESL account with the Teaching Council.
For any queries please contact our Communications and Advice team on (04) 471 0852 or
enquiries@teachingcouncil.nz.

Quick overview of the ESL and Hapori Matatū process
Process for registered teachers, and those that
are or are not currently teaching

Process for new teachers or overseas trained
teachers


















Go to Hapori Matatū.
Select the ‘Registered and Currently
Teaching’ box.
Enter in your ESL username and password.
If you do not have an ESL account, please see
‘Get an Education Sector Logon (ESL)’ on the
next page.
You are now logged in. If this is your first time
logging in you need to link your ESL account
with Hapori Matatū.
Enter in your Registration number and Date of
birth.
Click on the ‘Registration & Certification’ tab
to view your Applications, Approval requests
or LAT approvals.
Click on the ‘Apply Now’ button to start the
online application process.
You will be asked to pay for your application
prior to completion, using internet banking
POLi or credit card.
Once completed and approved you will be
issued with a practising certificate and
registration number which is listed on the
Register of New Zealand Registered Teachers.
View, download or print your digital practising
certificate which is located under ‘My Details’
in your profile.

Select the ‘Any other circumstances’ box if you
need to contact us on +64 (4) 471 0852 to gain
access to Hapori Matatū.













Go to Hapori Matatū
Select the ‘Entering Teaching in New
Zealand’ box.
Create an ESL account by selecting ‘Create
new account’ button. You will be taken
through the Ministry of Education selfregistration process.
Log in to Hapori Matatū using the dark
purple button ‘Log in’ button (located at the
top right of the screen).
Enter in your ESL username and password.
Select ‘First time registration/apply for
Practising Certificate’ button to start the
online application process.
You will be asked to pay for your application
prior to completion, using internet banking
POLi or credit card.
Once completed and approved you will be
issued with a practising certificate and
registration number which is listed on the
Register of New Zealand Registered
Teachers.
You now have full access to Hapori Matatū
where you can create and join discussions,
book events, and connect with your peers
across the country.
View, download or print your digital
practising certificate which is located under
‘My Details’ in your profile.

Not sure if you are registered or have previously registered?
Registered teachers are listed on the Register of New Zealand Registered Teachers; just enter your
name and search. However, if you have not renewed your practising certificate since 1 July 2015 and
you do not show on the register, please contact us on +64 (4) 471 0852.
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Get an Education Sector Logon (ESL)
ESL is the Education Sector Logon account that provides a secure login to Hapori Matatu.

Limited Authority to Teach (LAT)
Limited Authority to Teach enables people without a teaching qualification to teach in positions where
there are needs for a specialist skill or a skill in short supply.
LAT applications are submitted through Hapori Matatū, however before you start the application
process, please ask the Delegated Authoriser (DA) of the school or kura you work at or are applying to
work at. If you are unsure who the DA is, please contact the principal. The DA will give you the ESL LAT
role which you will need before you login. Once you have submitted your application, the principal is
then required to endorse the LAT application through Hapori Matatū.
If you are a LAT holder who is wanting to move to registration and certification after completing a
teaching qualification, please contact the Delegated Authoriser to change the ESL role to teacher.
For more information, please see the Teaching Council website.

Early Childhood Education
If you are registered and teaching and need help with your ESL, please fill in the ESL38 form on the
Ministry of Education website or contact the Ministry of Education if further help is required.
If you are registered and not currently teaching and need help with your ESL, the Teaching Council is
your point of contact on +64 (4) 471 0852.

School/Kura
If you are registered and teaching and need help with your ESL, ask the Delegated Authoriser (DA) at
your school/kura.
If you are registered and not currently teaching and need help with your ESL, the Teaching Council is
your point of contact on +64 (4) 471 0852.

Tertiary and approved settings
If you are registered and teaching and need help with your ESL, ask the Delegated Authoriser (DA) at
your ITE provider or approved setting or fill in the ESL02 form on the Ministry of Education website, or
contact the Ministry of Education if further help is required.
If you are registered and not currently teaching and need help with your ESL, the Teaching Council is
your point of contact on +64 (4) 471 0852.
If you also need to access the ITE Portal, contact ITEadmin@teachingcouncil.nz.
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How to set up a Hapori Matatū account using your ESL
Note 1. You only need to connect your ESL account the first time you log in to Hapori Matatū.
Following this, you log in using your ESL Username and Password.
Note 2. Your ESL name needs to match the full name shown on the online register of New Zealand
Registered Teachers.
1.

Go to Hapori Matatū: https://haporimatatu.teachingcouncil.nz/s/

2.

Click either the ‘Entering Teaching in New Zealand’ box, or the ‘Registered and Currently Teaching’
box.
Note: If you were previously registered and are now unregistered you will need to complete a Proof
of Identity form and email the completed form to enquiries@teachingcouncil.nz before you can be
issued with an ESL. For ESL help, please call the Teaching Council on +64 (4) 471 0852.
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3.

a.

If you are a new graduate teacher or overseas trained teacher please use the ‘Create an ESL
account’ box and click the ‘Create new account’ button. You will be taken through the Ministry
of Education’s self-registration process. If you need help with this please refer to their SelfRegistration Guide.
Note: If you are a new graduate or overseas trained teacher and have started teaching or
intend to start teaching please do not contact the school for an ESL. You will need to create
an ESL account through the self-registration process.
Once you have completed the self-registration process, please log in to Hapori Matatū using
the dark purple ‘Log in’ button located at the top right of Hapori Matatū.
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b.

4.

If you are registered please enter your ESL Username and Password into the Education Sector
Logon panel. Then click Login.

Connecting your ESL account with Hapori Matatū
This screen is to confirm your Hapori Matatū set up.
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5.

a.

Enter your Registration Number in the box provided.

b.

Enter your Date of Birth. Click on the calendar icon and use the arrows to select the correct
day, month, and year. If you click on the year you will see a drop down box of the years in
chronological order to select your date of birth. Then click Next.
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6.

a.

If you have provided the correct Registration Number and Date of Birth and your ESL surname
matches the surname on the online register of New Zealand Registered Teachers, you will be
taken to the following screen.
Click Next to complete your Hapori Matatū account set up, then go to Step 7.

b. If an incorrect Registration Number or Date or Birth is entered or your surname does not
match, you will be taken to this screen.
Click Next to be taken back to the Hapori Matatū homepage to repeat the Log in process
from Step 1.
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7.

Click the dark purple ‘Log in’ button located at the top right of Hapori Matatū and log in using your
ESL Username and Password.

8.

You are now logged in to Hapori Matatū.
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Logging in to Hapori Matatū
1.

Once you have connected your ESL, you will log in from the Hapori Matatū homepage each time.

2.

Click Log in and enter your ESL Username and Password.

Logging out of Hapori Matatū

1.

Click your Profile icon.

2.

Click Logout.
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My details
View and update your details
Details that you can update on Hapori Matatū include:
 Personal details.
 Contact details.
 Update address.

1. Click the Profile icon

2. Select My Details

3. Click Edit on the
section you wish to
update
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4. Update any of the
fields

5. Click Save
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Conversations and groups
The Hapori Matatū Conversations tool is a great way to connect and have conversations within the
teaching profession. View and join in with teacher conversations or start your own conversation.
Please respect others within the profession when using our conversation tool by ensuring comments
reflect the values of our profession, underpinning Our Code, Our Standards | Ngā Tikanga Matatika
Ngā Paerewa.
If you have any operational questions or would like to provide any feedback to the Teaching Council,
please call our Customer Support Team on (04) 471 0852 or email enquiries@teachingcouncil.nz.

Viewing and posting to a conversation/discussion

Click on Conversations
to view all conversations
Top trending
conversations can also
be accessed via the
homepage

1. Choose a
Conversation you
want to join from the
topics
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2. Select a discussion
thread or start a
conversation
For help with your online
application please call us
on +64 (4) 471 0852

3. Type in your post, or your
comment on someone’s
post

4. Click the button to submit
what you’ve written

Deleting or editing one of your posts
1. Click on the down
arrow beside the
post

2. Select Edit or
Delete

18

Other teachers’ posts
Bookmarking a post
If you want notifications on a thread, you can bookmark it.

Stop receiving notifications - muting a post
If you want to stop getting notifications, you can mute it.

Flagging inappropriate posts
If a post is inappropriate, you can report it by selecting Flag.
1. Click on the down
arrow beside the post

2. Choose an action
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Groups
You can create and join public discussion groups. Posting and managing posts works the same way
here as for the discussion threads in the four main topic areas. You can also invite others to take part
in a discussion, for example you might choose to create a discussion group about a particular topic.
If you want a private discussion group, for example for all the teachers in your region, or for a specific
initiative or topic, contact the Teaching Council to request a private group to be set up.

Finding and joining a group
If you are interested in keeping up with the activities of a public discussion group, you can join and
receive regular activity updates by email
1. Select Groups

2. Click on the down
arrow to find Active
Groups and select a
group you want to join

3. Click on the +Join
Group button

4. Fill in the Share an
update field and click
Share

Creating a public group
1. Select Groups

2. Click New
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3. Fill in the information about
the group you are creating

4. Click Save & Next

5. Upload an image if you would
like one

6. Click Next
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Managing your group
Manage your notifications
for group activity

Post messages, polls and
questions

Upload and share files
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Events
The Council runs a number of workshops and other events that support learning and development for
the teaching profession. You will be able to register for those online too.

Registering for available workshops and events
1. Click on the link from the
homepage once logged in

2. Click on the name of the
event to find out more
about an event

Click on Follow to be notified
about other Council events

3. Click on Register to
register and pay for an
event
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Applications
You can start an application and as you progress you can save it, make edits, and submit it once you
are ready.

Completing your application for a practising certificate
1. Click the apply for,
and renew your
practising
certificate link on
the homepage

Or Click on the
‘Registration and
Certification’ tab
and then click on
‘Apply now’

2. Follow the
instructions on
each screen and
complete all the
fields

3. Click Next when
you complete
each screen
(scroll down to
see the button at
the bottom on
each page)

24

Professional leaders - selecting your endorser
The endorser of a professional leader might not have access to Hapori Matatū and will need to
complete and sign a form that you download in the Endorsing professional leaders applications
section in Hapori Matatū.
Professional leaders
only: because your
endorser may be your
employer and will not be
in the dropdown
selection list, select your
name and email
address and tick the box

4. Once you have paid
for your application,
you will be taken to
the Complete
Applications
Submission page.
Please click on the
Finish button
You will be emailed a
tax receipt for your
records

How to change a professional leader to endorse your application or verify
identity
If a teacher has selected an endorser and completed the application, the teacher can still change the
endorser after the application is completed. Log back into Hapori Matatū and follow these quick steps.
1.
2.

Go to the ‘Registration & Certification’ tab, located in the top navigation
Select the Case Number under My Application Cases.
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3.

Click on the ‘Update Endorse/Referee’ button.

4.

Enter the new endorser’s registration number and click on their name in the dropdown box.

5.

Click on ‘Finish’ to complete the update.
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Checking on the progress of a completed application
Once you have submitted your application, you can check where it is up to at any time.
1. Click Registration
& Certification and
scroll down to My
Applications

2. Review the Status
of the applicaiton.
Status example:
Awaiting Pending
Police Response

Status
You can track the progress of your online application by looking at the status under the Certification &
Registration tab. Below is an explanation of the different status options:
Awaiting Endorsement/Verification - the professional leader needs to complete the endorsement or
identity verification.
Awaiting Pending Police Response - this is waiting on the police vet to be completed and sent back to
the Teaching Council.
Ready for Processing - this means the application is now with the Registration and Certification team. A
Registration Officer will acquire your application and begin working on your case.
Pending - a Registration Officer has contacted you and is waiting on information from you before the
application can progress.
Complete - the application is approved an approval email will be sent. You can now download your new
online practising certificate from the My Details tab.

Continuing a draft application
The system will automatically save the information you have entered at certain points, then your draft
application can be reopened and completed later.

1. Click on the
draft application
[APP-xxxx] to open it
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2. Click on the Edit
Application button

Although you have
completed some
sections of the
application, you will be
taken to the first
application screen to
check your
information. You can
navigate through the
screens to complete
your application by
clicking on Next

View, download or print your digital practising certificate
You can view, download or print your current or newly approved practising certificate.
1. Click the Profile icon

2. Select My Details

3. Click on the
Practising
Certificate – A4
button or Practising
Certificate – Wallet
button

When your practising certificate is presented, you can choose to download or print it. You can do this
from your phone, tablet or computer.
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Practising Certificate – A4

Practising Certificate - Wallet
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Endorsement
Endorsing teacher applications
If you are a professional leader and have been selected to endorse a teacher’s application, you will
receive an email notification. You must log in to Hapori Matatū to complete the endorsement.
1.

Find the endorsement request.
1. Click Registration and
Certification
2a. Click and select
Approval Requests
for teacher
certification
including renewals
and new issue

2.

Select the endorsement.

2b. Click and select LAT
Approval for LAT
holders

3. Click on the down
arrow to filter the
list to show My
Endorsement
Approvals

4. Select an
endorsement request
to view details
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5. Click Endorse
Application

3.

Complete the endorsement fields

1. Click Next to go to the
next screen

2. The fields should be
prepopulated from
your information in
‘My Details’

3. If you have a
perceived conflict of
interest select yes
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4. If you seelected yes to
a perceived conflict of
interest, write a short
explanation in the box

5. Download and
complete the Conflict
of Interest form

6. Scan and upload the
completed Conflict of
Interest form

Endorse
4.

Complete the endorsement fields.

Please note there are different endorsement questions for each different type of application. This is an
example of endorsement questions to renew a Tūturu | Full Category One Practising Certificate.

7. Select the answer to
the endorsement
statements
If you answer ‘No’,
please add any
comments and/or
upload supporting
documents

8. Submit endorsement
to complete the
endorsement process
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Endorsing professional leader applications
Endorsement form
If you are a professional leader i.e. principal, centre manager or ITE head of programme, you will need
to download an endorsement form to be completed by your employer (e.g. Chairperson of the Board or
head of a similar governing body).
This form can be downloaded and completed before you start your application, so it is ready to upload.
1.

Find the endorsement request.

1. Click the Registration
and Certification tab
and select Approval
Requests

2.

Select the endorsement.

2. Click on the down
arrow to filter the list
to show My
Endorsement
Approvals

3. Locate your name
and select the
application
endorsement number
link to view your
details
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4. Click Endorse
Application

3.

Complete the endorsement fields.

5. You can also
download the
endorsement form
here. It needs to be
completed by your
employer (e.g.
Chairperson of the
Board or head of a
similar governing
body). You will be
prompted further in
the process to
upload the
completed form.
Click Next

6. All fields should be
prepopulated from
your information in
‘My Details’

7. Click Next
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8. In the text box
indicate that your
professional leader
is your employer.
Professional leaders do
not have to complete
the Conflict of Interest
Form noted below

9. Upload the
endorsement form
and/or the Conflict of
interest Form,
completed and
signed by your
employer

10. Complete the
endorsement using
the information
provided by your
employer to answer
the endorsement
questions

11. Upload the
completed
endorsement form by
either Upload Files or
drop files

12. Submit endorsement
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Identity verification
Confirming a teacher’s identity verification
If you are a professional leader and have been selected to verify a teacher’s identity, you will receive an
email notification. You must log in to Hapori Matatū to complete the identity verification.
1.

Find the approval request.
1. Select the Registration
& Certification tab

2. Click and select
Approval Requests

2.

Select the ID Approvals.

3. Click on the down
arrow to filter the list
to show My ID
Approvals

4. Select an
Endorsement request
to view the details
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5. Click Verify Identity

3.

Complete the Verify Identity fields.
Answer all the questions for the primary and secondary identity documents.

6. Fill in all the fields and
select Submit
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LAT endorsement
Find the LAT endorsement request

1. Click the
Registration and
Certification tab
and select LAT
Approvals

LAT endorsement – skills shortage
2. Select a LAT
endorsement
request to view the
details

3. Select the type of
LAT, ie. LAT Skill
Shortage or LAT
Specialist Skill

4. Select Endorse
Application
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5. Select your role
and if there’s a
conflict of interest

6. Select Next

7. Confirming yes to
skills in Skill
Shortage

8. Select start date

9. Enter the skills of
the applicant

10. Enter the subjects

11. Select size of role

12. Select Next
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13. Upload a
testimonial or add
comments

14. Submit

LAT endorsement – specialist skills

Select the
endorsement with the
record type LAT
Specialist Skill

Endorse application
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Select role, school
and if there is a
conflict of interest
Select Next

Select Next

Does the applicant
qualify under the
Specialist Skill
category?
Intended start date
Specialist skill
Subject
Size of role
Select Next
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Applicant’s self
reflection
Confirm you have read
the self reflection
Add any comments

Confirm that your
name is published on
the LAT register

Submit
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Reporting conduct and competence concerns
If you are a teacher or a professional leader you can use the reporting function to alert us to a situation
where we need to investigate (a complaint), or where you must advise the Council you have been
convicted of an offence (self-report).
If you are a professional leader, you can complete and submit a mandatory report.

Submit a report
1. Click on
Professional
Responsibility from
the homepage
2. Click on Submit a
Report

3. Answer the
questions and
follow the
instructions on the
screen
4. Click Next as you
complete each
screen
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Other information
Contact us
At the bottom of each screen is a Contact us link. You may have to scroll down the page to find it.

1. Click the down
arrow to select
how you want the
Teaching Council
to respond to you

2. Fill in the fields and
click the Submit
button

You’ll see a green system response “Case [number] has been created”. The case number is your
enquiry tracking number for the Council’s response.
You can check the progress of your enquiry on the My Enquiries page.

Add a photo to your profile

1. Click Profile icon

2. Click My Enquiries

3. Click on the
camera icon

4. Click on the Upload
Image button and
locate the file with
your photo

5. Click Save

Your photo will be visible on your profile, and against any conversations or posts you make.
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View and update your settings
You can control how many notification emails you receive in this section.
1. Click Profile icon

2. Click My Settings

3. Scroll down to
update your
settings,
including:
 Email notification
settings
 Language
settings
 Privacy settings

4. Click Save
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Bookmarking the community
Before you start to use the site, you may want to add it to your internet browser’s bookmarks, so you
can find it easily.
1. Go to www.haporimatatu.teachingcouncil.nz

2. Click on the three
dots

3. Roll over ‘Bookmarks’
and select Bookmark
this tab
Name the bookmark and
save it

4. Next time you
want to go to
Hapori Matutū
click on the
double arrow icon
and selet the
saved bookmark
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