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■ Welcome to TOROA COLLEGE  
Greetings, Nau mai haere mai, and welcome to the Toroa College community. It is our 

pleasure to have you join our 2020 Toroa whānau.  You have been selected to be a member 

of Toroa College as we believe you will enjoy being part of this small, dynamic community.   

 

Undoubtedly, the heart of Toroa is our people and it is this that drives our resolve to be a caring 

community.  Our aim is to provide you with a comfortable, secure environment that is suitable 

for effective study. We believe in being a community that is free from discrimination and to 

ensure we all have an enjoyable and enriching year.  

 

Our main focus is on your academic success. We acknowledge the commitment you have 

made in your move to Otago. Academic support is never far away; our academic support 

programme, connections with departments and the Student Learning Centre will stand you in 

good stead, if you take the opportunities offered.  

 

As well as focusing on your studies we also offer opportunities to relax and have fun with other 

residents in sporting, cultural and social events.  We encourage you to get involved, have 

some fun and take some time out of your busy schedule to relax.  

 

We pride ourselves on providing a friendly and positive atmosphere so please feel free to 

approach any member of staff if you want to chat or if you have any questions. We consider 

our staff team to be safe, well trained and experienced in all manner of life circumstances. We 

can offer support and/or referrals for all matters that come your way during your stay with us. 

We can assist if and when you: need help; are not sure where to get help; want to talk about 

something that has happened to you; or you would like to talk about something that you are 

worried about. 

 

Living with so many others can sometimes be a little hectic so we’ve developed some 

guidelines and policies to help us all.   The information contained in this handbook will help you 

settle in and give you some insight into life at Toroa.  When you (and your guarantor) sign and 

return your contract, you (and your guarantor) are agreeing that you have read, understood 

and accept the conditions in the Contract, General Conditions and Conditions of Residence 

and this Handbook.  

 

We believe your time at Toroa will be steeped with rich experiences and that your year with us 

will be an extremely fulfilling and enjoyable period of your life.  We are looking forward to 

meeting you and having you in our community for the 2020 academic year.  

 

 

Hei konā mai  

   

Christina Watson-Mills 

Head of College 
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■ College Staff 
Toroa College is well known around campus for our friendly and dedicated staff team.  

 

Through our academic and social programmes and our connections with University support 

services, we work to ensure that your physical, psychological and spiritual wellbeing and 

health are nurtured.  

 

The College is staffed by Christina Watson-Mills (Head of College), Stewart Noguer-Blue (Senior 

Tutor i.e. Deputy Head of College), Brigit Coleman (Administrator), and a team of Junior Tutors.  

 

The Head of College, Christina, lives on site with her husband Craig and their young daughter. 

Christina is responsible for the day to day running of the College and has a duty of care for all 

members of the Toroa community.  She works closely with Stewart and together with the Junior 

Tutors and the other Toroa staff members they manage the pastoral care, welfare and 

academic support programmes in the college. Christina is available to meet and talk with you 

to discuss all manner of topics including academic, financial, health and other general 

matters.  

 

The Senior Tutor, Stewart, lives on site with his partner. Stewart has a strong passion for Toroa 

and is involved in all aspects of day to day life within the college. The term Senior Tutor is a 

British term that best describes the role of the second most senior staff member at Toroa ie 

Deputy Head of College.  Stewart’s role is to help to foster a stimulating and supportive 

community culture and he has responsibility for the welfare of our residents and our academic 

programme.  Stewart is the driving force behind our annual social and events programme and 

he works closely with our ResCom to ensure that there is something for everyone throughout 

the year. Stewart is available to talk with you and help you find support for any personal or 

academic issues that may arise during the year. 

 

Our Administrator, Brigit, is responsible for ensuring our administrative systems run smoothly. You 

can find her in upstairs Manawa, our main building, during week day office hours. You can talk 

with Brigit about any general queries you may have. She can assist you to find the appropriate 

staff member to help you with any issues you are facing.   

 

Our Junior Tutors (JTs) are members of Toroa staff who are also students studying at the 

University of Otago. Some of our JTs live on site and others live in private accommodation 

nearby.  The JTs main role is to assist Christina and Stewart in managing the Toroa community.   

 

Toroa JTs have a wide range of skills and knowledge and they understand the issues you may 

face as a first year student.  As a team (and as individuals) they are supportive of your 

academic success and personal development and they want your year at Toroa to be a 

positive one. We recommend that you get to know the JTs and utilise their wealth of 

knowledge and support.   

 

Our JTs help to ensure we have an environment conducive to study, where everyone lives 

responsibly and shows consideration for others.  They are tasked with challenging any 

behaviour that breaches Toroa and/or University expectations. If they need, or ask for, your 

co-operation we anticipate that you will respond to their requests. 

 

Our JTs work on a rostered basis during the evenings and at the weekend and you can find 

the Duty JT in the office from 5.00pm weekdays or 7.00am weekends. Outside of office hours 

you can call them on the Duty Phone (5500 from a Toroa phone or 479 5500 from an outside 

line.)  
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■ Toroa Ethos  

 
Our commitment to our ethos is our driving force. We strongly believe that all members of our 

community should feel a sense of belonging, be supported in achieving their academic 

success and have the opportunity for personal development during their time with us. We 

embrace the Māori concepts of whanaungatanga and manaakitanga and our tikanga 

(engagement with each other) allows us to care for the mana of all members of our 

community.  

 

Our ethos is founded on a shared philosophy of kindness, respect, responsibility and 

consideration for self and others.  We demonstrate our commitment to Toroa and each other 

by fostering a sense of community - enjoying the opportunities to warmly celebrate the 

differences and the commonality offered by living together.   

 

 

■ Toroa College History 

 
'Toroa' is the Māori name for the Royal Albatross, the magnificent long-distance sea bird that 

nests at the tip of the Otago Peninsula.  The albatross journeys far across the oceans of the 

world returning to Otago each year. ‘Dare To Soar’ is Toroa’s motto and if you 

look closely at our albatross you will notice that he has a full belly and a twinkle 

in his eye, indicating a sense of fun and appreciation for all that Toroa 

represents. 

 

Our University owned residential college opened its doors in February 

1996.   Originally built to meet the growing demand of International 

students, Toroa transitioned from being an international ‘house’ that 

housed mature undergraduates and post graduates into a predominantly first year college 

that is a living and learning community. 

Over the past twenty three years Toroa has established an enviable reputation for being a 

welcoming and friendly college.  In recent years we have become a predominantly first year 

domestic student College with some international students, returners and post graduates also 

living in the community.  

‘Manawa’, the Māori word for Heart, was given to our community and administration building 

which has radiated warmth ever since.  

 

■ When You Arrive at Toroa 

 
When you arrive, members of our staff team will be waiting to greet you. They will show you  to 

your room and introduce to others who are already in residence.  Staff can also help you to 

make an appointment to meet with Christina (Head of College) or Stewart (Senior Tutor) within 

a few days of your arrival, if you would like to.  Those who take the opportunity to attend these 

meetings find them a good way to start their year at Otago. 

  

We understand the unsettled feelings that can arise when you first arrive, and so we have a 

variety of activities planned during the days and in the evenings to help you meet others and 

settle in. We’re here to help you in your transition into College and University life.   
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 LIFE AT TOROA 

 

■ Academic Support 

We are committed to helping you achieve your academic goals. Living in a community with 

like-minded others is exciting, and at Toroa we offer you opportunities to continue developing 

your academic potential.  

 

The Toroa academic support programme, which starts during your first week at Toroa, is 

designed to help you enhance your learning skills. If you participate in our programme you will 

find we have an interactive learning environment where you can share ideas with others and 

reflect on your own learning.  

 

Staff can help you gain access to the services available within the University community, so if 

you need (or would like) extra academic assistance please come and talk with us. We work 

closely with the Student Learning Centre (SLC) and our residents take advantage of the 

learning support sessions offered through their service  

(http://hedc.otago.ac.nz/hedc/sld.html). Remember that our aim is to help you achieve and 

build on the academic goals you set for yourself prior to coming to Toroa. 

 

We offer 

 learning support sessions  

 access to University support services for learning and study  

 a computer suite with all computers connected to the University network 

 wireless access within College buildings 

 

 

Learning Support  

We offer a learning support programme that includes academic workshops and subject 

specific support sessions in a number of first year subjects.  Our weekly subject specific sessions 

are available if five or more residents request assistance.   

 

We will ask you to register your interest for support sessions and will follow up with you to see if 

we can offer any assistance, if you do not attend as planned.  

 

Please feel free to talk with Stewart if you are having any study related issues.  We are happy 

to help you identify and find the support and resources that you may need to achieve your 

academic goals. 

 

 

Study Areas 

Your room is well equipped for study.  In addition, we also have other areas suitable for study, 

meaning that you can keep your room as a place for relaxing if you would like to. You may 

wish to study in our tutorial room, the computer room, downstairs or upstairs in Manawa or in 

the Gazebo (our dining room on campus.) We encourage you to support each other with your 

academic endeavours, and group study can be done in any of the Toroa communal areas.  

 

Please note: A condition of residence at Toroa requires residents to authorise the University of 

Otago to release their enrolment details and academic results to the Head of College for the 

time they are living at Toroa.  Receiving this information enables Toroa to adequately assist you 

in your academic progress.  

 

 

 

 

http://hedc.otago.ac.nz/hedc/sld.html
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■ Complaints Procedure  
It is important that concerns or complaints by members of our community are 

addressed and resolved as quickly as possible. In order to ensure the best outcomes 

for everyone we aim to work in a fair and consistent manner in the resolution of issues 

raised.  

  

Procedures for concerns 

Members of the community are encouraged to talk directly with a staff member when 

a concern arises. However, if you do not feel this is appropriate or the concern is not 

resolved, you can approach the Senior Tutor or of Head of College. 

 

Many issues or complaints can be resolved through informal means. All staff are 

trained and permitted to resolve issues to the satisfaction of all parties. In many 

instances these matters will be addressed verbally and written confirmation of an 

outcome may not be necessary.  

 

We understand that sometimes matters are of such significance that informal 

resolution is not appropriate. In such instances a formal complaint is necessary and 

the following procedure will occur.  

 

 Any formal complaint should be addressed to or raised with the Head of 

College (where this is deemed to be inappropriate the Senior Warden of 

Colleges may receive any such matter.) 

 When a complaint is received, the Head of College will discuss the matter with 

the complainant to seek clarification before deciding what action should be 

taken. The complainant may have a support person with them during this 

meeting if desired. 

 The Head of College or their nominee will investigate the complaint. This may 

include contacting other members of the community or other individuals as 

necessary.  

 Depending on the nature of the complaint the Head of College may refer the 

complaint and or any investigation to the Senior Warden of Colleges, the 

Proctor or any other person as necessary. 

 The complaint will be treated in confidence. However, in the interests of natural 

justice, any persons included in a complaint must have the opportunity to hear 

all details about it and have the opportunity to present their point of view. They 

are also welcome to have a support person during any discussion of the 

complaint if they wish.  

 The Head of College will decide what steps will be taken as a result of the 

findings of the investigation. 

 Complainants will be informed of the outcome of the investigation. 

 If the complainant is dissatisfied with the outcome of the complaint they may 

write to the Director of Campus and Collegiate Life Services for a review of the 

process.  

 

 

■ Conduct  
As Toroa College will be home to all of us for the year, we expect that you will recognise and 

understand that you are bound by our policies, the University of Otago Ethical Behaviour 

Policy (http://www.otago.ac.nz/administration/policies/otago003161.html)  

http://www.otago.ac.nz/administration/policies/otago003161.html
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and also the and the University of Otago Code of Student Conduct 

(http://www.otago.ac.nz/administration/policies/otago029948.htm.)  

 

As per these policies we expect that you will show consideration for the rights of others and 

that others will show the same respect to you.  

 

 

Misconduct 

We like Toroa to be a welcoming and comfortable environment that encourages successful 

academic pursuits and healthy social interactions.  We realise that living in a diverse communal 

environment can take some adjustment, and we also realise that some members of our 

community may need reminding of their responsibilities in these areas from time to time.  

 

Your individual and collective welfare is important to us, and as mentioned we have 

developed a number of guidelines and policies, detailed in this handbook, to help us achieve 

this.   A breach of our policies or guidelines may result in a misconduct or serious misconduct 

process. All conduct processes will follow the general principles of fair process.  

 

Sanctions and interventions that we may impose include:  

 

 An informal response such as a conversation about the matter  

 

or, in instances of more serious misconduct, a more formal response or intervention such 

as: 

 

 Parents/guardians/guarantor/next of kin being contacted 

 A verbal warning 

 A fine (money or voucher donated to a local charity) 

 Immediate monetary restitution for damages or expenses incurred  

 Confiscation of goods or items that are not permitted to be within the community 

(these may be returned to your parents/guardian at your expense, or to you at the 

end of the year. Items may be destroyed accordingly if deemed inappropriate to 

return) 

 Requirement to undertake support through counselling or an educational 

programme 

 Requirement for written explanation and/or apology 

 Community service within the Toroa community 

 A written warning 

 Being placed on a good behaviour contract 

 Being  placed on alcohol limitation (not allowed to consume, store or carry alcohol 

within the Toroa community) 

 Being placed on a curfew 

 Movement restrictions within the College 

 Being moved to another room within Toroa College 

 Referral to the Proctor of the University of Otago where disciplinary action under the 

University guidelines may occur 

http://www.otago.ac.nz/administration/policies/otago003143.html 

 Referral to the Police if it is believed you may have committed an offence or crime 

under NZ Law 

 Suspension from Toroa College* 

 Being excluded (residency terminated) from Toroa College* 

 

*Suspension or termination of residence does not affect the resident's ongoing liability 

for their remaining annual residential fees.  

 

http://www.otago.ac.nz/administration/policies/otago029948.htm
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Generally JTs will be the first staff members you come into contact with regarding your 

behaviour.  For minor issues, contact with a JT will often take the form of helping you to correct 

your behaviour, (e.g. a reminder about your obligations.) Although JTs do not have the 

discretion to follow any of the more serious actions detailed above, it is expected that people 

will modify behaviour if asked to do so.  Failure to comply with these instructions may result in 

the resident being referred to Stewart or Christina and any of the consequences or 

interventions as outlined above may occur. 

 

The Head of College and Senior Tutor have the discretion to pass down any one, or a 

combination of, the actions listed above as they see fit.   

 

In all instances due process is used when dealing with residents and an appeals process is 

available.  

 

As good citizens we expect that our residents become familiar with, and make responsible 

choices, so as not breach the 

 

 University of Otago Code of Student Conduct  

http://www.otago.ac.nz/proctor/codeofconduct/  

http://www.otago.ac.nz/administration/policies/otago029948.html  

 

or the  

 

 University of Otago Ethical Behaviour Policy  

http://www.otago.ac.nz/administration/policies/otago003161.html  

 

 

Appeals and Grievance Procedure 

Where any sanction is imposed by a person other than the Head of the College, the Resident 

shall be entitled to have that sanction reviewed by the Head of College.  

 

Where a sanction has been imposed by the Head of the College, or where the Resident is 

not satisfied with the outcome of a review performed by that person, the Resident may, 

within seven calendar days of being notified of the relevant decision, submit an appeal 

against the sanction to the University’s Director of Campus and Collegiate Life Services (“the 

Director”) on the grounds that it 

(a) may cause significant hardship to the student;  

(b) may be manifestly unfair; or 

(c) may have been imposed without due process having been followed.  

 

An appeal shall be in writing and set out the grounds the Resident relies on for the appeal.  

 

The Director may determine any appeal as he or she thinks fit, or, in his or her absolute 

discretion, refer the matter to an Appeals Panel for determination. Each Appeals Panel shall 

comprise not less than three persons appointed by the Director. An Appeals Panel shall 

regulate its own procedure and its decision on any matter shall be final. 

 

 

■ Confidentiality 

We make every effort to maintain confidentiality when discussing and learning of personal 

issues.  However, you should be aware that study, behaviour, and health matters are not 

confidential to individual staff members, but to the staff team. Individual staff members may 

not keep matters confidential. Christina, as Head of College, has concern and responsibility 

for the entire community, and staff members are required to share information with her.  The 

Head of College, however, only shares such information with others on a ‘need to know’ basis.  

http://www.otago.ac.nz/proctor/codeofconduct/
http://www.otago.ac.nz/administration/policies/otago029948.html
http://www.otago.ac.nz/administration/policies/otago003161.html
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Toroa staff members may also need to discuss issues with other University staff if it is believed 

that there is or has been clear and/or imminent danger to you, any other resident or staff 

member.  In this instance we may also contact your nominated person (as specified by you 

on your information forms ie parent/guardian/guarantor etc) to notify them of your 

circumstances.     

 

If we believe you have a serious medical situation or any such emergency, and we have to 

initiate medical intervention (e.g. calling an ambulance or taking you to hospital) we may 

contact your nominated person (as specified on your information forms) to notify them of your 

circumstances.  

 

As per our general conditions of residence we may disclose personal information (including 

any information regarding misconduct matters or potential criminal activity) to your 

parent/guardian/guarantor or other nominated contact person.  

 

 

■ Environmental Conscience 

We care about our planet and we do our best to be proactive in taking care of it.  

Recycling, and careful waste disposal, is a good way of reducing the negative impact our 

community has on the environment.  We believe in refusing, reusing and recycling as much as 

we can.  

 

You will find a range of recycling, reducing and waste disposal initiatives at Toroa.  Our 

voracious tiger worms happily digest your food scraps to produce compost for our gardens.  

 

We encourage and provide communal facilities for recycling of paper, cardboard, glass, 

cans, batteries, egg cartons and other products. All residents are expected to recycle 

appropriately. We also encourage conscious use of electricity and water.  

 

No rubbish is to be left in kitchens or any common area of the College.  Dumping rubbish in an 

area other than the appropriate bins or recycling bins is considered as inappropriate within 

the Toroa community.  

 

 

 

■ Food 
Toroa provides three meals a day for all residents. Our food services team have developed 

menus that are tasty and nutritious.  

 

Dietary Requirements 

We can cater for many special dietary needs, but not all. Our kitchen operates as a full 

production kitchen (without isolation areas) and whilst every precaution is taken regarding 

dietary needs there are always going to be traces of allergens e.g. nuts, gluten, dairy and 

meat products within the production areas.   

 

If you have, or develop, a moderate or highly severe dietary sensitivity or allergy please check 

with the College before accepting our offer of accommodation.  To talk about meals and any 

special needs you can email toroa.college@otago.ac.nz 

Vegetarian and vegan options are always available.   

mailto:toroa.college@otago.ac.nz
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We also offer a halal option. The halal service we provide is focused around the food. 

We provide meat that is halal (lamb, beef, chicken) and our halal dishes contain no alcohol 

or any pork or prohibited ingredients. 

If you require a halal diet please note that we do not designate halal utensils, ovens or 

equipment for halal production although all equipment and utensils are clean i.e. have not 

been used for other use after their cleaning and sanitation prior to the halal preparation. All 

food is prepared separately as this is a requirement for food safety to minimise risk of cross 

contamination. Our meals are prepared in a central production kitchen and pork and alcohol 

products may be in use for other food preparation, so our kitchen, strictly speaking is not halal. 

 

Breakfast, Lunch, Dinner 

Your breakfast food is available in the pantry store in Manawa. Residents are asked to 

respect the rights of others with regards to this food, and anyone found to be using it outside 

of the intended purpose may face a consequence or intervention as outlined in the 

Misconduct section. Breakfast food includes: a variety of breads, spreads, cereals, tinned 

fruits and beverages. Please note that we are not able to offer fresh fruit, yoghurt or juices for 

breakfast.  

 

All residents dine together for lunch and dinner, in the Gazebo Lounge (our dining room) in 

the University Union.  

 

Fresh fruit is delivered daily to the college. 

 

Although each unit has an equipped kitchen, self-catering is not an available option at 

Toroa.  

 

 

 

The Gazebo 

Our dining room – the Gazebo, is a fabulous room situated right in the heart of the University 

campus.  We consider this room as an extension of the College and as such our policies and 

guidelines extend to this area.  Clothing should be clean and tidy and footwear is required at 

all times. Student ID cards may be required for dining purposes.  

 

Dining is an important and often social feature of the day where we gather together as a 

community and our dining room is a great place for us to eat and talk comfortably together. 

We expect all behaviour in the Gazebo to be gracious and suitable for a shared dining space. 

Any resident throwing or using food inappropriately will face a consequence or intervention 

as outlined in the misconduct section, and this may include having their residence suspended 

or terminated.  

 

To be helpful to dining room staff we are required to clear our crockery, cutlery, glasses and 

food scraps from our tables, placing them in the appropriate clearing stations. Crockery, 

cutlery, or any other equipment from the dining room may not be removed from the Gazebo. 

 

You may have a guest dine with you in our dining room. Guests must be registered, through 

the office, the day before. You will be invoiced for the cost of your guest’s meal. 

 

Please remember it is culturally insensitive to sit, or put clothing (including hats), on dining tables 

or kitchen benches.  
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■ Residents - Who Lives Here 

Toroa is a vibrant, diverse and talented community. Residents come from within New Zealand 

and around the world, each sharing a drive to succeed.  We are proud to  have been selected 

to host under 18 international students and scholars on overseas government scholarships.  

 

If you get involved you have the chance to make many new life-long connections and 

opportunities.  

 

Returning Residents 

Whilst we support the opportunity to move into a private flat in second year, we do accept a 

small number of residents who wish to reside at Toroa for a second year.  These residents are 

an important part of the community as they carry the Toroa community spirit through to the 

next year.  Returning residents can assist new Toroans with their knowledge of community living 

procedures and their academic experience within the University.   

 

Flatting Reference  

Most of our residents head out into private accommodation in their second year of study. It is 

usual for landlords to require a flatting reference from your previous or current place of 

accommodation. The Head of College will provide references as requested, however, we do 

not offer or furnish any reference until the second semester of the year. Please be aware that 

landlords will require information from us in relation to: how well you meet your required 

financial obligations; any damage you may have caused; your levels of tidiness etc.  

 

 

■ Social and Events Programme 
Our primary purpose is to provide you with a living environment that supports your academic 

goals, balanced with an environment that allows you to have time to relax and have some 

fun. We run a diverse social programme throughout the year giving you many opportunities to 

participate in a variety of social and sporting activities. We also have a high level of 

participation in the InterCollegiate cultural and sporting competition that runs throughout the 

academic year.  We encourage you to make the most of Toroa by getting involved. 

 

■ Student President and Residents’ Committee 

The Student President and the Toroa ResCom promote the Toroa community spirit.  The Student 

President is elected at the beginning of each year and meets with the Head of College on a 

regular basis to discuss matters relating to the College community. The President is assisted by 

the Residents’ Committee (formed at the beginning of the year) to help plan and organise 

some of Toroa’s many events.   

 

 

 COMMUNAL LIVING 
 

■ Alcohol at Toroa  

At Toroa we promote a sensible and healthy attitude towards alcohol.   

 

We recognise that sensible use of alcohol can have a role in some social activities. As our 

primary purpose is academic success we do not view alcohol as our main focus of collegiate 

life.  
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We hold the view that excessive use of alcohol is not acceptable as it can lead to self-harm, 

the harm of others and can even be life threatening.  Any resident exhibiting concerning 

alcohol related behaviour, gross intoxication and/or regular signs of intoxication may be called 

to meet with the Head of College and/or Senior Tutor for the purpose of education, pastoral 

care intervention and/or misconduct meetings.  

 

We believe that choosing to not drink alcohol is a valid choice and upon sufficient request we 

offer alcohol-free units in which you may not store, carry or consume alcohol. As necessary, 

information regarding the location of these units will be provided at the beginning of the year.  

 

If you choose to consume alcohol, you are expected to do so in a moderate and responsible 

manner. Being under the influence of alcohol does not justify nor excuse irresponsible 

behaviour.  At Toroa alcohol is not considered a mitigating factor in matters of poor behaviour 

and residents can expect to be held accountable for their conduct. We consider gross 

intoxication to be anti-social and a breach of our policies and anyone found in this condition 

will face a consequence or intervention as outlined in the conduct section. 

 

If you would like to drink alcohol you may keep a moderate amount of alcohol in your unit 

and enjoy some social time with your Toroa friends in the lounge area of your, or another, unit 

(provided that all other Toroa guidelines are adhered to.) 

 

 

 

Residents under the age of 18 years 

Anyone under the age of 18 years is not permitted to carry, store or consume alcohol within 

the Toroa community.  

 

All residents aged under 18 years at the start of the year will be required to meet with the Head 

of College or Senior Tutor to discuss this alcohol restriction. Any resident found to be in breach 

of this condition will face a consequence or intervention as outlined in the misconduct section.  

Any person supplying alcohol to any resident in this category will also face a consequence or 

intervention as outlined in the misconduct section.   

 

 

Safe practices 

The Standard Drinks measure is a simple way to work out how much alcohol you are drinking. 

It measures the amount of pure alcohol in a drink. One standard drink equals 10 grams of pure 

alcohol. If you drink a 330ml can of beer or a 100ml glass of table wine you are drinking 

approximately 10 grams of alcohol (one standard drink), depending on the alcohol 

percentage. However, a 335ml bottle of RTD spirits at 8 percent is equivalent to 2.1 standard 

drinks.  

 

At Toroa, we consider a healthy and reasonable amount of alcohol for each person to have 

in their possession would be up to six small cans/bottles per person for beer and spirit mixers, 

and no more than 1 bottle of wine per person.  

  

Not permitted within the Toroa Community: 

 Spirits, Liqueurs, Fortified Wines 

 Kegs 

 Casks or goons  

 Home brewing including beer/wine/spirit making or home brewing equipment 

 Any bottle, container, vessel etc containing more than 8 standard drinks 

 Drinking Games 

 Apparatus and paraphernalia associated with drinking games and/or binge drinking 
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 Drinking in car parks, foyers, on decks attached to units, and other Toroa communal 

areas (eg Manawa, the roof terrace, the tutorial room, the Gazebo and laundries)  

 Storage of alcohol bottles (full or empty) on window ledges, in view of windows or in 

public areas within a unit 

 Alcohol deliveries  

 

As the items listed above are not considered consistent with moderate behavior involving 

alcohol, any such items located within the College property will be confiscated and may be 

returned either to a Parent/Guardian (at your cost) or to the owner at the end of the period 

of residence, or destroyed accordingly (after notification) if considered not appropriate to 

return.  Any items not claimed will be disposed of in an appropriate manner.  

 

Toroa will not give permission for any event to be held on site that promotes alcohol as the 

main feature. Further, we do not allow 

 More than ten people drinking in any one place at any given time 

 Guests bringing alcohol to, or consuming alcohol at, Toroa 

 

Additional alcohol restrictions will be put in place prior to and during the exam period, and 

may be put in place at other times throughout the year as deemed necessary by the Head of 

College.  

Please note that should there be any change in Government legislation regarding alcohol 

we may review and/or change our alcohol policy and guidelines if and when we deem it 

necessary to do so.  

 

We ask that you make your guests aware of our policies. Staff may ask any guest whom they 

believe is not behaving appropriately to leave Toroa property immediately.    

 

 

If you believe you may have an alcohol or drug problem we encourage you to talk with us 

so we can assist you in seeking help. 

 

 

 

■ Communal Living 
Everyone has individual needs and standards when it comes to having suitable study and living 

environments.  Living harmoniously together at Toroa requires us all to show respect and 

consideration for each other.   

 

As a resident of Toroa College we expect that you will: 

 show respect and consideration for others living and working within the Toroa 

environment 

 respect Toroa property and  furnishings 

 report any damage immediately it occurs 

 

When you accept a place at Toroa you will be asked to advise us of your living preferences.  

We make every effort to accommodate the needs of anyone requesting to live with people 

of the same gender. This means that some people who request a mixed living environment 

may be placed in a single gender unit, and in some instances people who request a single 

gender unit may be placed in a mixed gender unit.  Whilst we make our placements with the 

utmost care, we cannot guarantee to place you with people whose interests and lifestyle are 

similar to yours.  

 

Staff work closely with residents to determine how we can all create an environment that is 

relaxed, comfortable and conducive to academic achievement. Staff and JTs will visit the 

communal areas of your unit as a matter of course to ensure your ongoing wellbeing. While 
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we have the utmost respect for your right to privacy, please be aware that staff members 

reserve the right to enter any room at any time for any purpose reasonably connected with 

the wellbeing, welfare and/or safety of any member of the College community, and/or any 

other person. This reserved right also extends to entering for any purpose reasonably 

connected to: the inspection, maintenance and repair of Toroa property, including health 

and safety and fire inspections and processes. Further, this reserved right extends to entry in 

case of any perceived emergency or other circumstance that gives cause for immediate 

concern. 

 

Throughout the year we may have prospective residents and their families visiting the College, 

and it will be necessary for us to show them our living environment and as such we may bring 

them to a unit, and/or to a bedroom. We will advise you of this occurring as and when we are 

able to. 

 

Please note that we conduct fire equipment and health and safety checks across our 

community during semester breaks. This includes checking associated equipment, furniture, 

fixtures and fittings located in units and bedrooms.  

 

■ Communication 

We use many media for communicating with you throughout the year.  These include but 

are not limited to: personal communication, College announcements, notices, facebook, 

email, text, letters and phone calls.  

 

 
 

 

■ Drugs and other such substances 

 
Illegal Drugs 

 

The University has adopted a zero tolerance policy in respect of the possession, use or 

distribution of illegal drugs by members of its Colleges while on University property or while 

attending a College event. Where our Misconduct process establishes that the Resident has 

committed a breach of this policy their resident contract will automatically be terminated by 

the Head of College, but this sanction may be reviewed through the appeals process.  

 

The process to be followed in relation to any specific incident shall be appropriate to the 

nature of the allegation involved and the range of penalties under contemplation, provided 

that in any process the Resident shall be entitled to be fairly informed of the matter of concern, 

and shall have the opportunity to provide a response or explanation before any penalty is 

imposed. Where a Resident faces an allegation that amounts to criminal behaviour, or where 

the circumstances otherwise make it inappropriate for the Resident to remain in the College 

while the matter is considered, the Head of College may suspend the Resident from the 

College until the process is complete.  

 

In such circumstances the Resident may be offered accommodation at another College but 

shall not be entitled to such an arrangement being made. Where any sanction is imposed by 

a person other than the Head of the College, the Resident shall be entitled to have that 

sanction reviewed by the Head of College.  

 

Where a sanction has been imposed by the Head of the College, or where the Resident is not 

satisfied with the outcome of a review performed by that person, the Resident may, within 
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seven calendar days of being notified of the relevant decision, submit an appeal against the 

sanction to the University’s Director of Collegiate and Campus Life Services (“the Director”) on 

the grounds that it (a) may cause significant hardship to the student; (b) may be manifestly 

unfair; or (c) may have been imposed without due process having been followed.  

 

An appeal shall be in writing and set out the grounds the Resident relies on for the appeal. The 

Director may determine any appeal as he or she thinks fit, or, in his or her absolute discretion, 

refer the matter to an Appeals Panel for determination. Each Appeals Panel shall comprise not 

less than three persons appointed by the Director. An Appeals Panel shall regulate its own 

procedure and its decision on any matter shall be final. 

 

Suspension or termination of residence due to possession, use or distribution of illegal 

substances not allowed within the College, does not affect the resident's ongoing liability 

for their remaining annual residential fees. 

 

Legal Substances and Legal Drugs 

At any given time a substance can be classed as legal and yet it may have serious effects 

on your health and wellbeing.  Whilst we recognise that some readily available substances 

(for example but not limited to synthetic products/substances and pills) are classed as legal, 

we do not condone the possession and/or use of these substances within our community.   

 

The only ‘legal substance’ that we allow to be used at Toroa is alcohol and this is subject to 

the current College regulations and Government legislation.  Information regarding our 

policies on alcohol can be found under Alcohol within this handbook. 

 

Any resident found in the possession of, or using a legal substance not allowed within the Toroa 

community will face a consequence or intervention as outlined in the Misconduct section, 

which may involve being suspended or excluded (termination of residence) from the Toroa 

community. Suspension or termination of residence due to possession, use or distribution of 

legal substances not allowed within the College, does not affect the resident's ongoing liability 

for their remaining annual residential fees. 

 

 

Drug Related Paraphernalia  

As we do not condone the use of illegal drugs, or legal substances (other than alcohol) we do 

not allow the presence of drug utensils and/or drug related paraphernalia within our 

community (on our property.) Anyone found to be in possession of, or using such items will face 

a consequence or intervention as outlined in the Misconduct section, which may involve being 

suspended or excluded (termination of residence) from the Toroa community. Suspension or 

termination of residence due to possession, use or distribution of drug utensils and/or drug 

related paraphernalia does not affect the resident's ongoing liability for their remaining annual 

residential fees. 

 

 

■ Guests 

Guests are most welcome to visit you at Toroa. We ask that you ensure your guests are familiar 

with Toroa philosophies and policies.  

 

Please note that guests may not bring alcohol to, or consume alcohol at, Toroa.  Any guest 

found to be in breach of this condition will be asked to leave Toroa immediately.  
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You must be with your guest at all times when they are at Toroa. For the ongoing security of 

our community please do not give your key or the access codes to our gates to any other 

person.   

 

Whilst we welcome your guests as visitors we reserve the right to ask any guest or visitor to leave 

the property and to withdraw permission for any visitor/guest to be on the premises or within 

Toroa property if we deem it necessary to do so.   

 

 

Overnight Guests 

Our facilities are designed to accommodate our residents comfortably and therefore we are 

not able to accommodate others without impacting on resident comfort.  With this in mind, 

we consider overnight guests to be a privilege. 

 

For Health and Safety reasons we must know who is staying on site. If you wish to have a guest 

stay you must have permission from the Head of College or Deputy Head of College and 

register your guest prior to 5.00pm on the night you wish your guest to stay. Your guest must be 

present at Toroa when they are registered and must be available to meet with staff if 

requested. For safety purposes your guest must sleep in your bedroom and not in a communal 

area of your unit or the College.  We are not able to provide bedding for overnight guests.  

 

We prefer that your overnight guests be aged 17 and over. If you wish to have a guest who is 

under the age of 17 years please talk with staff before making any arrangements for them to 

stay over.  

 

For everyone’s comfort your guest may not stay at Toroa more than three nights in a row.  

Should anyone be found to have unauthorised guests staying, they (the resident) will incur a 

charge of $86.25 per night for the duration of each guest’s stay.  

 

To assist us in creating an environment that is conducive to communal living and academic 

achievement we do not allow  

 a resident to have more than one overnight guest per night 

 overnight guests for the first three weeks of the first semester. 

 overnight guests for the first two weeks of the second semester.  

 overnight guests during study zone - before exams until the end of the semester. 

 overnight guests during large entertainment, sporting or other large events being held 

in Dunedin or nearby.  

 guests or overnight guests at other times, as deemed necessary and advised by the 

Head of College or Deputy Head of College. 

 

■ Harassment/Bullying/Discrimination/Anti-Social Behaviour 

The Toroa community aspires to be an inclusive community and we believe that all members 

of the community have the right to study and live in an environment that is free from any form 

of anti-social or malicious behaviour. Unacceptable behaviour may include but is not limited 

to behaviour that is physical, spoken, virtual, electronic, written or published.  

 

We do not accept any discrimination against another resident on the basis of gender, age, 

ability, nationality, sexual orientation, religious affiliation or any other reason.  

 

We will not accept any form of behaviour that causes concern to a person or violates a 

person’s dignity through bullying, harassment, abuse, coercion intimidation, assault or 

behaviour that may be deemed to be anti-social or malicious in nature. Examples of behaviour 

we deem to be anti-social includes but is not limited to: name calling; disruptive behaviour; 
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abuse; unwanted physical contact; unwanted non-verbal contact; unwanted electronic 

messages, photos or recordings (either being taken or received); stalking; any form of physical 

violence; sexual violence; sexual assault; sexual harassment; intentional exclusion and/or 

derogatory comments and language.    

Both Toroa College and the University of Otago view harassment and anti-social behaviour 

very seriously.  We support the following University policies:  

University Ethical Behaviour Policy 

http://www.otago.ac.nz/administration/policies/otago003161.html  

Any resident involved found to be in breach of this policy may be suspended or excluded 

(termination of residency) from the Toroa community.  Suspension or termination of residence 

does not affect the resident's ongoing liability for their remaining annual residential fees. 

University of Otago Code of Student Conduct 

https://www.otago.ac.nz/proctor/otago670687.pdf 

Any resident involved found to be in breach of this policy may be suspended or excluded 

(termination of residency) from the Toroa community.  Suspension or termination of residence 

does not affect the resident's ongoing liability for their remaining annual residential fees. 

Sexual Misconduct Policy 

https://www.otago.ac.nz//administration/policies/otago711781.html 

Any resident involved found to be in breach of this policy may be suspended or excluded 

(termination of residency) from the Toroa community.  Suspension or termination of residence 

does not affect the resident's ongoing liability for their remaining annual residential fees. 

 

 

If you feel you have been subjected to any of the behaviour listed above we recommend 

you take the following steps:  make sure you are safe; talk with a JT or other staff member to 

decide if you wish to make a complaint; seek advice and get support from a staff member or 

you can check out the other support services available at the University of Otago at:     

http://www.otago.ac.nz/services/ 

 

■ Health 

Your wellbeing is our concern, however, unless you let us know you need assistance, or that 

you are unwell, we may not be aware that you need some extra care and support. If you 

become unwell or if you have had an accident, please notify a member of staff as soon as 

possible. We also ask that you notify us if someone in your unit becomes unwell or has an 

accident.  

 

If you are unwell we can help you to make an appointment and/or arrange transport to see 

a health professional. Please note that in the event an ambulance is called, any cost for the 

ambulance callout or service will be on charged to you.  

 

Being part of a residential community requires an awareness of the health issues which can 

arise from living in close quarters with others. To minimise the spread of infectious diseases, we 

advise that you do not share drink bottles, and/or unwashed eating utensils. We also advise 

that you need to be aware of, and practice, healthy hand washing hygiene and 

cough/sneeze etiquette.  

 

Toroa staff members may need to discuss your health issues with other University staff if it is 

believed that there is or has been clear and/or imminent danger to you, your wellbeing, any 

http://www.otago.ac.nz/administration/policies/otago003161.html
https://www.otago.ac.nz/administration/policies/otago711781.html
http://www.otago.ac.nz/services/
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other resident, staff member or any other person.  In this instance we may also contact your 

nominated person (as specified by you on your information forms eg 

parent/guardian/guarantor) to notify them of your circumstances.     

 

If we believe you have a serious medical situation or emergency, and we have to initiate 

medical intervention (e.g. calling an ambulance or taking you to hospital) we may contact 

your nominated person (as specified on your information forms) to notify them of your 

circumstances.  

 

As per our general conditions of residence we may disclose personal information to your 

parent/guardian/guarantor or other nominated contact person as necessary.  

 

A dedicated, comprehensive and holistic Student Health service is available for University of 

Otago students. You can check out their services at www.otago.ac.nz/studenthealth 

 

 

 

■ Lost/Found Property 

In the event that you lose something at the College please talk with a staff member. Similarly 

if you find an item that is not yours please bring it to staff, in the office, as soon as possible.  

 

We keep a lost/found property register to record items that are found or go missing.  In the 

event of something going missing we may also direct you to the OUSA lost and found property 

office and/or the Police. 

 

All found property is kept in a secure location and we make all reasonable efforts to locate 

and contact the owner. Any item valued at under $50 will be kept for a minimum of one month, 

and anything valued at over $50 will be kept for a minimum of two months. Any item of 

significant value (over $500) will be reported to the Police.  

 

At the end of the allotted time the property may be disposed of by one of the following 

methods: 

 Returned to the finder (excludes staff members) 

 Donated to charity 

 Sold at auction with proceeds going to charity 

 Destroyed 

 Recycled into the College for other residents to use, eg for items such as DVDS, sports 

equipment, calculators, pens, text books etc. 

 

Clothing items that are of negligible value (eg socks, t-shirts etc) will be placed in our ‘Found 

Clothing’ bin located in the main laundry.  This bin will be cleared at the end of each month 

and the items placed into our ‘Take it or Leave it’ shelves in the small laundry.  Every six months 

items will be donated to a local charity or destroyed accordingly.  

 

Any items found in your room or at the College after your departure will be treated in the 

above manner. 

   

■ Manawa 

Our main community building, Manawa, is the hub of the Toroa community. Manawa 

translates to heart, and at Toroa this magnificent area is truly the heart of our community.   As 

well as the main office, you will also find an upstairs lounge area, the main downstairs 

common room and our fabulous roof terrace. Residents are welcome to use these spaces for 

quiet recreation.  
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So as to ensure Manawa is welcoming to all residents it is alcohol free. Due to health and 

safety reasons ball sports or any vigorous or other such activity are not permitted on the roof 

terrace. Furniture other than what has been provided by Toroa in each specific area is not 

permitted.  

 

■ Noise 

We bring together a large number of residents to live in one defined space and it is to be 

expected that there will be a certain level of noise within the community. However, we expect 

you will show consideration to others so that they can enjoy a private quiet environment in 

which to comfortably sleep, study and relax.   

 

If you wish to socialise with friends late at night, you can use the common areas inside 

Manawa. Please remember that you may not bring alcohol to Manawa.  

 

Quiet times are from 9.30pm – 8.00am daily*.  During these hours we ask that you keep all noise 

to a minimum.  We consider that the following are not conducive to Toroa being a quiet zone 

after 9.30pm: consuming alcohol, socialising with groups of friends, and/or people using 

lounge areas in units for recreational purposes. Therefore if you wish to continue any of these 

activities you must either go to Manawa (alcohol free zone) or leave the College by 9.30pm.  

 

As per Toroa’s philosophy of self-responsibility, we encourage you to attempt to deal with any 

noise issue yourself as a first step.  If your neighbour is noisy and you are not able to study or 

sleep, politely ask them to be quiet.  If this is unsuccessful or if you do not feel comfortable or 

confident about addressing the matter yourself you can contact a staff member on (5500 or 

479 5500 from a non Toroa phone).  If you do not report unacceptable behaviour you are 

reinforcing that behaviour as being acceptable. 

 

*Additional noise restrictions will be put in place prior to and during exam time and at other 

times as deemed necessary by the Head of College.   

 

 

■ Pets 
Cats, dogs, birds, rabbits, rodents, lizards and any other animals may not be kept by residents 

as pets, nor may they be housed, encouraged or taken into resident units. Well behaved gold 

fish (of the cold water variety) may be kept in a small fish bowl.  For Health and Safety reasons 

electrical equipment and attachments (including but not limited to filters, heaters, pumps) to 

the fish bowl are not permitted. Aquaria are not permitted.  

 

■ Smoking 

We wish to promote and support healthy lifestyles and to further this aim Toroa College 

supports and upholds the University’s Smoke-free policy.  Smoking inside any Toroa building, or 

on Toroa property is strictly prohibited. Anyone found smoking on Toroa property may face a 

consequence or intervention as outlined in the Misconduct section. Please note that we do 

not allow e-cigarettes, vaporisers or other smoking devices to be used on site. 
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University of Otago Smoke free policy 

 

Smoke free at Otago means free from exposure to any smoke or vapour produced by 

smoking or using any electronic nicotine delivery system (ENDS), including e-cigarettes, e-

hookah and any other vaporisers (whether delivering nicotine or not). 

 

No person shall smoke or use any ENDS device or vaporisers (whether delivering nicotine or 

not) on any University of Otago Campus. 

 

This Policy applies to all University of Otago employees, students, visitors, contractors, 

volunteers, research participants and any person on any University of Otago Campus at any 

time, for any reason. 

 

For more information see the Otago Smoke Free webpage 

http://www.otago.ac.nz/smokefree/ or 

http://www.otago.ac.nz/administration/policies/otago046901.html 

 

If you wish to quit smoking please speak to a staff member for assistance in finding support. 

 

■ Social Gatherings 

We understand that social gatherings and having fun are an integral part of college and 

community life.  Lounge areas in units may have a small number of residents (maximum of 10) 

gathering and drinking alcohol in them.  As always, we expect that your behaviour will be 

civilised with all other Toroa policies adhered to.  

 

In order to provide a living environment that meets the needs of all residents our role is to help 

everyone enjoy social activities within the boundaries of acceptable noise and security 

standards. Because we are charged with your care we also have an obligation to minimise 

the risks involved to you and others. With this in mind, we may ask you to curtail your behaviour 

if it does not fall within the acceptable standards of the Toroa community.  

 

 

■ Toroa Property 

We accept that within the community there will be normal wear and tear to Toroa property. 

You are responsible for the costs incurred through any loss or damage you deliberately, 

through negligence or careless activity, cause to any item owned or provided by Toroa 

College. You may not remove or cause to be removed any of the items provided in your unit, 

or any other items we provide at Toroa, from the College property.  

 

Vandalism, persistent and/or wilful damage is not acceptable at Toroa College. While every 

effort will be made to find those responsible for any damage, unreported and/or any damage 

that cannot be attributed to an individual will be repaired and may be charged to all residents 

on a pro rata basis.  Therefore, if you see another resident damaging Toroa property you should 

ask them to stop, or you should talk with a staff member.  

 

 

 

■ Your Room 
Unit and bedroom allocation is the responsibility of the Head of College and the Senior Tutor. 

Room changes are not permitted unless in exceptional circumstances and with the permission 

of the Head of College. Changes are not usually granted and there must be a very sound and 

http://www.otago.ac.nz/smokefree/
http://www.otago.ac.nz/administration/policies/otago046901.html
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extraordinary reason for this permission to be given.  In the instance of an issue of conflict, staff 

will work with the residents in an attempt to resolve the issues.  The Head of College reserves 

the right to relocate a resident if required. 

 

All of the bedrooms at Toroa are single rooms. We provide a king single bed, bed linen, a pillow, 

a desk, wardrobe, and desk chair in each room.  

 

Your bedroom has been checked prior to your arrival. When you arrive you will be given an 

inventory form to complete and sign. This form must be completed and returned to staff in the 

office within 24 hours of your arrival. Make sure you check this and complete it to represent the 

condition of your room and your unit.  When you leave Toroa we will use this form to assess any 

charges for damage or loss that we may associate with your unit and room.    

 

You may put posters on your walls using non-marking materials only.  The use of tacks, drawing 

pins, sticking products and/or cellotape is not allowed due to the damage they cause.  Please 

do not affix anything to doors, ceilings, wood work or light fittings as these pose a fire hazard.  

 

Power points in your bedrooms are intended for reading lamps, radio, TV, computers, phone 

chargers and hair dryers only.  Check to see if your other appliances are allowed. 

 

We recommend you have adequate insurance cover for your personal items.  

 

Entry into Rooms 
Staff reserve the right to enter any room at any time for any purpose reasonably connected 

with the wellbeing, welfare and/or safety of any member of the College community, and/or 

any other person. This reserved right also extends to entering for any purpose reasonably 

connected to: the inspection, maintenance and repair of Toroa property, including health 

and safety and fire inspections and processes. This reserved right also extends to entry in case 

of any perceived emergency or other circumstance that gives cause for immediate concern. 

 

Throughout the year we may have prospective residents and their families visiting the College, 

and it will be necessary for us to show them our living environment and as such we may bring 

them to a unit, and/or to a bedroom. We will advise you of this occurring as and when we are 

able to. 

 

Please note that we conduct fire equipment and health and safety checks across our 

community during semester breaks. This includes checking associated equipment, furniture, 

fixtures and fittings located in bedrooms.  

 

 

■ Your Unit 
Your unit has been equipped with furniture and kitchen equipment to ensure your stay is a 

comfortable one. We expect that there will be some accidental damage to crockery/cutlery 

within your unit.  Please report any damage immediately so that we can make necessary 

repairs or replacement.  In the event that items from your unit are missing, and we are not able 

to identify who is responsible for the loss, replacement costs may be on charged to those 

assigned to live in the unit, on a pro-rata basis.   

 

 
Our cleaners visit units daily to assist us in maintaining a healthy communal living environment. 

You are responsible for your own bedroom and together with your housemates you are 

responsible for keeping communal areas of your unit clean, tidy and free of dirty dishes and 

rubbish.   

 

JTs and other staff will visit your unit regularly and, if they notice anything of concern regarding 

tidiness, will point out any areas that need to be rectified.  
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■ Music 
Music is an integral part of our community. We have two pianos at Toroa for residents to use, 

one is in the downstairs lounge area in Manawa and the other is in the Gazebo. You are 

welcome to bring you own musical instruments to Toroa and we encourage you to share 

your musical talents with the community.   

 

We are well known for our performances in the Māori Paskifika, International and Big Sing 

InterCollege events. The Toroa Treble Makers are our College choir and we encourage 

anyone with an interest in singing to be part of this band of merry singers.  

 

 

■ Study Room 
We have a quiet study room for residents to use for personal and group study as well as during 

tutorial times.  You are also welcome to use the areas inside Manawa and the Gazebo, outside 

of dining hours, for personal or group study purposes. 

 

 

■ Recreation Equipment 
We have a number of items available for residents to borrow including helmets for lime 

scooters, sports equipment and board games.   

■ Weapons 

Firearms, archery equipment, weapons and replica weapons including (but not limited to) 

knives and swords may not be kept, stored, or used at Toroa under any circumstances.  This 

includes any type of air rifle, including BB guns.  Any resident (or guest) who brings any item 

deemed by the Head of College to fall under this category will be required to relinquish the 

item for the duration of residence, or to permanently remove the item from Toroa property.  

 

Water pistols, if kept, must be brightly coloured plastic.  These may not be used near or inside 

buildings and we reserve the right to remove permission for use at any time.  

 

 

 

 SAFETY 

■ Evacuation Procedures 

Evacuation notices are posted in your bedroom, in the lounge in your unit and in the 

community buildings.  Please read these and take note of instructions given by JTs and/or staff 

at the beginning of the year.  In the event of a fire, or the activation of a smoke detector alarm 

or the College emergency alarm: 

 

 

 You MUST leave the building and: 

o Shut window, turn off electrical equipment if it is safe to do so. Do not put 

yourself at risk to achieve this. 

o Put on shoes and leave your door unlocked but closed 

o Leave the building using either the stairway or the fire exit 

o Assemble in a safe area and await further instructions. 
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o If your smoke alarm has activated you MUST contact staff – call 03 479 5500 

from a cell phone 

 

Staff are trained fire wardens and it is important that you follow their direction. 

 

 

■ Fire 
All staff at Toroa are trained fire wardens, and each unit has an assigned fire warden. At the 

beginning of the year all residents will be invited to attend a fire and general emergency safety 

briefing. Fire wardens are required to attend. We expect that you will make yourself familiar 

with the fire evacuation drills. Staff will go over the evacuation procedure when you arrive. 

There will be a practice fire drill each semester, and may be others throughout the year. 

Evacuation assembly points are detailed in your unit – it is important that you make yourself 

familiar with these procedures.  

 

 

■ Earthquake 
DROP down onto your hands and knees (before the earthquakes knocks you down). This 

position protects you from falling but allows you to still move if necessary.  

COVER your head and neck (and your entire body if possible) under a sturdy table or desk. If 

there is no shelter nearby, only then should you get down near or next to low-lying furniture 

that won't fall on you, and cover your head and neck with your arms and hands.  

HOLD ON to your shelter (or to your head and neck) until the shaking stops. Be prepared to 

move with your shelter if the shaking shifts it around. 

The shorter the distance to your safe place, the less likely it is that you will be injured by 

furnishings that become flying debris during the shaking.  

 

Practice drop, cover, and hold on in each safe place. Drop to the floor, take cover under a 

sturdy piece of furniture, and hold on to a leg of the furniture. If suitable furniture is not nearby, 

sit on the floor next to an interior wall and cover your head and neck with your arms. Keep 

away from windows and other items that may fall on you. Responding quickly in an earthquake 

may help protect you from injury. Practice drop, cover, and hold at least twice a year. 

 

If you are inside you should remain inside, if you are outside you should remain outside but take 

shelter clear of buildings, trees, power lines and other potential hazards.  

 

If you are instructed to evacuate, or if the alarm sounds, head to the nearest safe evacuation 

meeting area and await instructions from staff or emergency service personnel.  

 

For emergency preparedness all residents must have a small personal emergency kit (grab 

bag) that is kept in their room as per the following recommendations: 

 

Minimal requirements: 

 Emergency contact details – a written copy as well as NOK listed on your cell phone  

 Torch and spare batteries 

 Strong outdoor shoes 

 Supply of personal medications  

 Hand gel or antiseptic wipes 

 Survival blanket 

 Bottle of water  

 Muesli bars or similar energy food 
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Have close at hand ready to grab in case of an evacuation: 

 

o Warm clothing ( jacket or similar ) 

o Your cell phone if you have one 

 

Additional extras that would be useful: 

 Personal toiletry items 

 Supermarket bags/rubbish bags 

 Whistle and light sticks 

 Copies of important documents  

 

 

 

 

 Reporting Hazards  
Please report non-emergency hazards to the office. The information will be passed to the 

appropriate staff member for correction.  

 

The duty staff member can be contacted on 5500 or, if calling from a non-Toroa phone on 03 

479 5500.  

 

In extreme emergency situations, dial (1)111 from a Toroa phone and then notify Toroa staff 

by calling 5500, or if calling from a non-Toroa phone on 03 479 5500.  

If you have to call an emergency service, always remain on the line until the emergency 

operator has adequate information and tells you that it is okay to hang up (if your safety is 

threatened at the location of the telephone you are using, evacuate the area).  

Remember, always notify a staff member immediately. 

 

 Security Measures 

We aim to provide you with a secure environment that is conducive to study and peaceful 

living for each resident.  

 

Security is a shared responsibility and we encourage you to help us keep Toroa a secure 

environment. 

 

To help us achieve such an environment we have put extensive safety and security measures 

into place. 

 

Toroa’s safety and security features include 

 Swipe card access to main door and a pedestrian gate at night.  

 Access to our Community after hours is via closed gates.  

 Smoke detection systems.  

 Staff who are trained as fire wardens and first aiders  

 Security patrols after hours at specific times of the year.  

 Security cameras at various locations within the College grounds.  

 Room checks by fire and safety Officers.  

 Simple guest procedure.  
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General safety 

Furniture other than that provided by Toroa may not be used in units, in common areas or on 

the roof terrace due to Health and Safety reasons and space restrictions. Small bean bags are 

allowed in the lounge area of your unit or in your bedroom.  

 

All furniture must remain within the room in which it was placed at the time of your arrival.  

Indoor furniture that Toroa has provided may not be taken outside and similarly any outdoor 

furniture Toroa has provided is not permitted to be taken inside any Toroa building or removed 

from the area in which it was placed.  

 

Water-filled indoor or outdoor furniture (or any other similar items) are not permitted in units, 

bedrooms, common areas or on the roof terrace because of weight restrictions and possible 

damage from accidental puncture.  

 

 

Security and Keys  

When you arrive you will be issued with a key that will open your front and your bedroom door. 

Your student id card will give you access to Manawa (our community building) and some of 

our gates.  Access to other gates is by way of code access.  To help us with our security 

measures we ask that you do not 

 enter any bedroom other than your own without permission  

 give any other person your student id card or your key.  

 give our access codes to anyone not currently residing in the Toroa community 

 

Further, we expect that you will 

 lock your unit front door and close gates when entering or exiting.  

 lock you bedroom doors when out of your room and when you are sleeping.  

 keep your key and student id card in a secure place at all times. 

 

We wish to remind you that propping front doors open or leaving your key in your front door 

lock, or hiding your key outside do not assist in promoting a secure environment.  

NB: Insurance policies may require that bedroom doors are locked when you are 

not in your room.  

 
If you lose your student id please notify us so we can cancel your card access immediately. 

The replacement cost of a lost key is $35.00. 

 

If you are locked out of your room staff can open your door for you.  It is our policy to not let 

another resident into your room without your verbal permission. 

 

Toroa operates CCTV security system in various locations around the College, 24/7 for the 

safety of all residents 

 

Electrical Fittings 

The following are all serious fire hazards and therefore are not permitted at Toroa: modification 

of electrical light fittings; homemade light fixtures; paper lampshades; combustible 

decorations on light fixtures; exceeding the maximum wattage acceptable to your ceiling 

fixture, installing light bulbs not provided by Toroa  

 

Electrical extension cords should be maintained and in good repair. Under no circumstances 

are frayed or spliced extension cords permitted. Extension cords should be of heavy enough 

wire to handle the appliance and distance desired. If a cord becomes warm during use, then 

it is not the correct weight. Cords must not be nailed or pinned in place and must not be 

covered. If additional outlets are needed, check with a staff member first, special multiple-

outlet boxes with built-in circuit breakers can be purchased at a local hardware store. 
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Fire Safety  

 

General fire precautions at Toroa  

 
 Due to the risk of fire, candles, incense and non-Toroa owned barbecues are not 

allowed.  

 

 Please be very cautious if using hairspray, deodorant sprays, popcorn makers etc. 

because these can set off the smoke detector alarm if used indiscriminately. For this 

reason we ask that you use these in bathrooms only.  

 

 Hair straighteners and hair tongs must only be used in bathrooms.  

 

 Flammable liquids (eg kerosene, gasoline etc.) are not permitted to be stored in the 

College.  

 

 We are happy for you to personalise your room, within good judgment limits and fire 

hazard prevention regulations. Any combustible items (e.g. posters and pictures etc) 

should not be affixed to the doors, ceilings, light fittings or woodwork.  

 

 Refrigerators, electric jugs and other cooking appliances are not permitted in 

bedrooms.  

 

 Electric blankets are not permitted at Toroa.  

 

 Heaters (including other heating devices eg heated towel rails) other than those 

provided by Toroa are not permitted.  

 

 Personal humidifying devices are not permitted at Toroa.  

 

 Deep fryers or other such frying equipment and appliances are not permitted at 

Toroa.  

 

 Main controls for heating must not be tampered with. Clothes and/or other items 

should never be left to dry on a heater, nor should the heaters be sat upon.  

 

 Clothes and towels etc are not to be left on stair rails for the purpose of storage 

and/or drying as these create a hazard in the event of a fire.   

 

 Bicycles, drying racks, and other items must not be stored or left in hallways or 

stairwells and no furniture or other item may block a door way or exit point as these 

create a hazard in the event of a fire.  

 

 Boxes and cartons must not be stored in common areas or bedrooms as these create 

a fire hazard.  

 

 Fireworks of any sort are strictly prohibited on Toroa property.  

 

All electrical equipment you bring into the College needs to have a ‘certification’ tag to 

validate safety, whether it is newly purchased or used. Any electrical equipment purchased 

on arrival in Dunedin or during the year will also need to be certified. Uncertified electrical 

appliances are breaching the Toroa Health and Safety requirements. 

 

An electrical testing session will be held at Toroa early in the semester, the testing will not incur 

any extra charges. 
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Tampering with Fire Safety Equipment 

We take resident safety seriously and any resident who tampers with or otherwise abuses fire 

safety equipment, smoke detectors or fire alarms, including false alarms, and/or anyone who 

causes any activation by a careless or malicious act including, but not limited to: 

 Tampering with fire extinguishers or fire equipment 

 Using hairspray,  

 Using hair straighteners  

 Lighting or having burning incense,  

 Lighting or having burning candles  

may face disciplinary action as outlined in the misconduct section. 

 

Because false alarms negate the legitimacy of an actual emergency, and as such can put 

lives at risk, anyone who carelessly, recklessly, wilfully or maliciously causes a smoke or fire alarm 

activation may face a consequence or intervention as outlined in the Misconduct section and 

may be liable for any costs incurred, including the fire call out which is at least $1,200.00.   

 

Any resident who tampers with fire safety equipment or alarms; and/or any resident who 

maliciously or carelessly causes an alarm activation may be referred to the Proctor and/or the 

Police. Further, that resident may face a consequence or intervention as outlined in the 

Misconduct section, which may include being excluded (have their residency terminated) 

from the Toroa community.  Termination of residence does not affect the resident's ongoing 

liability for their remaining annual residential fees. 

 

 

 

 SERVICES 
 

■ General 
Staff at Toroa are here to support you and facilitate your stay both at Toroa and at the 

University of Otago.  

 

You will, generally, find a staff member available in the office. If staff are not in the office you 

can speak with one of them by phoning 5500 from a Toroa phone or 03 479 5500 from an 

outside phone line.   

 

There is a JT on duty every evening and at the weekend who you can call on these same 

numbers.  If you need any assistance outside office hours you can call the duty JT on 5500 from 

a Toroa phone or 03479 5500 from an outside phone line. 

 

The Head of College and Deputy Head operate on an open door policy, and work so as to 

be available to residents as often as is possible. If you want to speak with Christina or Stewart 

and they are not in the office, Brigit can help you to make an appointment to see either one 

or both of them. 

 

 

■ Computers 

Toroa has University student network wireless available in all buildings.  

 

Internet access within Toroa is provided at no additional charge. Connectivity is provided as 

an extension of the University’s Internet services, on a best endeavours basis. Where 

practicable, access is available by Wireless or via a hard-wired LAN port, but connectivity in 
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bedrooms cannot always be guaranteed. The University is currently undertaking an extensive 

upgrade of the entire system and, until this is complete, Internet access may also be limited in 

certain areas of the College and it is also important to remember that Internet access may 

slow or become unavailable at times due to heavy demand, or the need to provide upgrades 

or maintenance. The University makes every attempt to minimise such disruptions to the 

service. If you have localised problems with Internet access remember that the College has 

wireless access available in Manawa. Additionally the University of Otago provides wireless 

and wired Internet access around the campus in areas such as libraries, study areas and 

common spaces. Please feel free to speak with us if you have any questions or need any 

assistance. 

 

A computer suite with free access to the internet is also available 24 hours a day to residents.  

These computers are linked to the Student network, as is the printer, so any work you can do 

on campus you can do at Toroa. Please make yourself familiar with the University computer 

use policy which you can view at: http://www.its.otago.ac.nz/students/handbook 

 

If you wish to have a personal internet provider please note that broadband access is  not 

permitted due to University phone restrictions.  

 

■ Energy 

We encourage practices that promote better use of our natural resources.  We promote 

energy saving practices including:  

 Turning appliances off at the wall - this includes not leaving microwaves, stereos, 

televisions, DVD players, computers on stand-by mode. 

 Turning lights off if you will be out of the room for more than 5 minutes. 

 Do it in the Dark competition between units to promote energy savings.  

  

■ Laundry 

Toroa has two communal laundries, free for residents’ use.   

Bed sheets, pillowcases, tea towels and hand towels (that we provide) are laundered 

commercially and residents are able to exchange these items for fresh linen weekly. 

 

■ Mail 

Mail sent to our street address will be delivered Tuesday, Thursday and Saturday. Your mail will 

be placed in your mail box in the main foyer.   

 

Couriers deliver parcels Monday – Friday and these are held in the main office for you to collect 

(we will post a note on the info screen in the foyer to let you know we are holding an item for 

you.)  

 

■ Parking and Bicycles 

We have a limited number of resident car parks on site, at a cost per semester. These parks are 

available on a ‘first to register’ basis so please notify us if you would like to park your vehicle 

within the College grounds.  All resident vehicles that park on site must be registered in the 

office. Resident vehicles that are not registered or any guest vehicles may not park within Toroa 

property. Any unauthorised vehicle found within Toroa property may be towed at the owner’s 

expense.  

http://www.its.otago.ac.nz/students/handbook
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We ask that all residents with car parks drive with extreme caution on our driveways.  

Residents use the driveways as footpaths so all due care and attention must be given by 

residents using our driveways at all times.  

While we shall take all reasonable care, we cannot guarantee the security of your vehicle.  

We accept no liability for any claim by you or any other person, whether for loss or damage 

to you or any other person or to your vehicle or any other vehicle, whether resulting from 

using the car park or being unable to use the car park. Further, you are liable for any 

damage to the car park caused by your vehicle. 

 

We have a small bike shed and a bike rack.  If you are bringing a bicycle, or if you purchase 

one when you arrive, please speak with a staff member regarding safe storage. Bikes may not 

be stored in unit hallways as this poses a fire hazard in preventing a safe exit.  

 

 

■ Telephones 
Each unit has a telephone and the telephone rental and local calls for this phone are free.  

Incoming collect calls are barred. A calling card must be used for outgoing cellular phone, 

national and international calls. To make a call to a number other than a University extension 

you must dial 1 first.  

 

 

 

 

 FINANCIAL INFORMATION 
 
Your fees cover the cost of your room during the academic year until 24 hours after your final 

exam (as per the contract period dates) and no refund or reduction is available in respect of 

any period of absence from the College during any of the period of residence.  Subletting your 

room is prohibited, as is having guests stay in your absence.  

 

Early Departure and Liability for Fees 

In the event that you leave Toroa prior to the end the academic year you are still liable for 

payment of your fees as per the conditions of your contract. Please check the General 

Conditions of Residence section of your contract for further information about fee liability and 

a penalty fee (1/38th the annual fee) that may be applied in the instance of early termination 

of the contract. Please note that should several residents have left the College prior to the end 

of their contract, a replacement resident is deemed to fill the place of the first or next person 

to have vacated Toroa, regardless of which room this replacement resident moves into.  

 

Period covered by Toroa College Fees 

Saturday 15th February 2020 until 24 hours after the end of your final 2020 examination.   

 

 

Fees Arrears 

The University’s Fees Statute 2011 

(http://www.otago.ac.nz/administration/policies/otago003199.html) applies in respect of 

amounts due under this contract. The failure to make payment of any amounts due may have 

the consequences described in section 6.1 of the Statute. 

 

Any student who is in arrears with their fees, or fails to make a due payment, will be contacted 

(as will their guarantor).   

 

http://www.otago.ac.nz/administration/policies/otago003199.html
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Should the problem persist, the Head of College or the Senior Tutor are required to notify the 

University. In this instance any person in arrears: (a) may incur additional fees as prescribed by 

the Council, (b) be excluded from classes, and/or from re-enrolling until the debt is cleared, 

(c) may have the final award of qualification withheld by the Council, (d) may have any 

official record of results withheld and may not be issued with an official transcript (e) may have 

access to the means of changing course withheld; (f) may have access to course materials 

(including materials provided electronically) and other University resources and services 

withheld. 

 

Further, the resident may also have their residency terminated i.e be asked to leave Toroa. 

 

In line with University of Otago policy, Toroa College uses a debt collection agency when 

necessary.  Debt collection costs are on-charged  
 

 

 

■ Other Charges 
 

Sending a Fax See the office for any applicable charges 

Replacement key $35.00.   Refundable if original key located. 

Car parking  

(please let us know if you 

wish to park at Toroa) 

$288.00 per semester in 2019. Please contact us for 

2020 costs. As spaces are limited you will need to 

register your interest as soon as possible. 

Photocopying/Printing via 

the University 

Network 

  

 

As per University charges.  You will need to load funds 

to your University student id on campus in order to print 

from University printers. 

Fee if there is no room 

inspection on departure 

$50.00 

Negligent or wilful damage Full reinstatement cost 

Damage to paintwork and 

walls   

(including marks from any 

fixing agent other than 

“white tack”) 

Full reinstatement cost 

 

 

 

 OTHER IMPORTANT INFORMATION 

 

■ Getting Ready to come to Toroa 
Prior to coming to Toroa you will need to give some thought to what you want to bring.  To 

assist you here is an outline of what we provide and some suggestions regarding what you 

might like to have with you. 

 

At Toroa we provide: 

 Bedroom: bed, desk, wardrobe, drawers, shelves, wall heater, duvets and covers, 

mattress protector, sheets, pillow, pillow protector, pillowcase, laundry basket, study 

and bedside light, electrical multibox 

 Unit : Fridge-freezer, microwave, oven, crockery, cutlery, toaster, electric jug, pots and 

other cooking equipment, telephone, lounge furniture, vacuum cleaner and other 

cleaning materials 

 Laundry: washing machines and dryers available for use free of charge 
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Our facilities include: 

 Wireless in each of our units, our main building and study room 

 Roof terrace 

 Computer suite with free network access to the internet  

 Access to Sky TV, DVDs, XBox, Playstation, WiiU, board games 

 Common room with pool table, tea/coffee making facilities 

 Study room 

 Two pianos (one in the Gazebo) 

 Daily local newspapers delivered to the College 

 

You need to bring: 

 Small personal emergency kit 

 Personal medications, including pain relief items if you use them 

 Towels  

 Other personal items 

 

We suggest you bring: 

 Personal items to make your bedroom feel homely 

 A woollen underlay if you are used to having an electric blanket on your bed or if you 

live in a climate that is more temperate than Dunedin 

 Musical instruments 

 Laptop/desktop computer - if you have one 

 Suitable clothing for semi-formal and formal occasions 

 

  

Contact Details 

 
Our street and postal address is: 

Toroa College 

8 Regent Road 

Dunedin 9016 

 

toroa.college@otago.ac.nz  

 

 

 

Telephone Numbers 

College (24 hour number)   (03) 479 5500 

Fax                    (03) 479 5502 

Christina (Head of College)    (03) 479 5500 

Stewart (Senior Tutor)      (03) 479 5500 

Brigit (Administrator)     (03) 479 5500 

mailto:toroa.college@otago.ac.nz

