POLICIES & PROCEDURES MANUAL
FOR INTERNATIONAL STUDENTS



Indivi dual Enrolment Checklist

1 Copy of Passport and recent school report sent to school office
1 Enrolment form completed by applicant and sent to school office
9 Parent contacted through phone, fax or e-mail — if not at enrolment (this may be through
the school’' s agent)
Legal caregiver to sign Tuition Agreement, H

24/7 contact

Grievance procedures discussed

Medical Insurance and advice given (insurancerequired from a New Zealand company —
already covered for accident ACC but not for dental, medical care or pregnancy)

Legal requirements for accommodation / homestay forms completed

Fees paid and receipted

Copy of Passport and Visa (student and parents / caregivers) received

Students and parents / caregivers to sign
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After Enrolment

Approved Student Visa to be received by Student Administrator
Purchase school uniform
Pre English and Mathematics assessment

= =4 =4

First Week of School

English oral language assessment
ESOL class placement
Timetable issued

= =4 =4

Group Enrolment Checklist

Copy of Student Passport to the school office

Contract [/ Enrol ment form completed by appli
Parent 24 / 7 contact details to the school office

Copy of Medical Insurance forms to the school office

Legal requirements for accommodation / homestay forms completed

Fees paid and receipted

= =4 -8 -8 -8 -9



GREENPARK SCHOOL

International Student Fees 2019

Full Annual Tuition Fee: $NZ 12,250.00 Incl. GST per year
As from T1 2019

Plus $300.00 Enrolment Fee

(Part year stays will be invoiced on a pro rata basis)
Plus $200 Re Enrolment Feeat beginning each
academic year

This covers:

Tuition

Stationery

Uniform (1xPolo & 1xPolar Fleece per year of stay)
Activity Fees (trips & visiting performances)

Camps

School Sports team registrations

O 0 0 0 0 0

Additional Costs:

Insurance Cover 1 (Copy in English please)

Uniform :
¢ Long Sleeve Polar Fleece-zip $NZ 49.00
¢ Polo Shirt $NZ 32.00
¢ Rain Jacket $NZ 45.00
¢ Track Jacket $NZ 49.00

TERM DATES FOR 2019

Term One Monday 4" February - Friday 12 April
Term Two Monday 29 April - Friday 5 July
Term Three Monday 22 July - Friday 27 September

Term Four Monday 14 October - Friday 13 December



Stat Days during Term Time:
Term 1: Waitangi Day Wednesday 6 February
Term 2: Queens Birthday = Monday 3 June

Term 4: Labour Day Monday 28 October



GETTING A STUDENT VISA

We recommend that where possible, you use a local Education Consultant to help get your visa. A
list of Consultants and Agents is available at the New Zealand Education Service Centre or at the
New Zealand Embassy. The consultants will handle all the paperwork for you and will communicate
with us as required.

You can obtain a visa without using an agent by corresponding directly with Greenpark School.

1. Apply to Greenpark School on the official application form enclosed. Be sure you complete
all sections of the form and that your parent signs the tuition ¢ ontract. Enclose with your
application all required evidence.

2. We wi || reply reserving a place for you and
Take this to your nearest New Zealand Embassy/High Commission and get an application for
a visa. The Visa Officer will explain what the other documents you need.

3. When you have supplied all the correct documents you will be approved for a visa and must
then send the school fees to us. (See attached fees schedule) We suggest you use registered
post, a courier or an electronic transfer. Please notify the school when the transfer is made
so we can follow it up to avoid unnecessary delays.

Our bank account for electronic transfer is: 123146-0190015-51

4. When we receive the money we will fax a copy of the receipt to the Visa Office in your
country. We will mail the original to you.

5. The Visa Office will issue you with a Student Visa. As you pass through Immigration on your
arrival in New Zealand this will be converted to a Student Permit, which will last one year
from the date of your arrival.

6. Take a careful note of the date of your Student Permit. If you are even one day late in
applying for an extension you may be refused permission to stay here.

7. We require students to have their own medical insurance cover.
Evidence of medical and travel insurance must be approved on enrolment and the school will
keep a record of the type of cover each student has and record expiry date.



CONDITIONS OF ENROLMENT

In addition to the conditions listed here, all conditions that are part of the contract with parents,
the Homestay contract, the fees policy and other school policies also apply.

1. Although an elementary level of English is desirable no child will be refused acceptance due
to their level of English proficiency as this is catered for at Greenpark School.

2. Students and parents/legal guardians must accept and abide by rules regarding behaviour
and conduct that apply to all students. Unacceptable behaviour may result in the termination
of tuition.

3. Students must observe the laws of New Zealand.

4. Students must observe the conditions of their visa. If a student breaks the terms of the visa
the school will report the fact to the New Zealand Immigration Service, which may result in

the student having to leave New Zealand.

5. The student will attend the school on all occasions when it is open unless prevented by iliness
or other urgent cause.

6. Tuition may be terminated if the student fails to comply with the school rules or breaches
the conditions of their visa.

7. Tuition fees for the full year can be paid in advance or before the st art of each term.

8. All additional costs will be paid promptly, as required.

9. The conditions of the Fee Policy will be accepted.

10. All students are required to have travel and medical insurance for the duration of their period
of enrolment. The school will require the student to show a proof that the insurance

purchased is adequate.

11. All international students must live with either a parent or legal guardian except when as a
group. (Proof of legal guardianship must be supplied.)

12. All disputes will be dealt with in New Zealand law.

133.The school’'s complaints procedure for inter
grievances.

14.Parents must inform the school of their address, telephone number, fax number and email
address (whichever applies). The student and/or parents will advise the school of any change
in the contact details of the student or parents.

15.The student and/or parents will provide academic, medical and other information that is
relevant to the wellbeing of the student.



HEALTH AND TRAVEL INSURANCE

Signatories must include the following standard wording with any prospectus or promotional
material:

CODE: Greenpark School has agreed to observe and be bound by the Code of Practice for the
Pastoral Care of International Students published by NZQA Copies of the Code are available on
request from this institution or from the N ZQAwebsite at www.nzga.govt.nz

IMMIGRATION: Full details of visa and permit requirements, advice on rights to employment in
New Zealand while studying, and reporting requirements are available through the New Zealand
Immigration Service, and can be viewed on their website at http://www.immigration.govt.nz

ELIGIBILITY FOR HEALTH SERVICES: Most international students are not entitled to publicly
funded health services in New Zealand If you receive medical treatment during your visit, you may
be liable for the full costs of that treatment. Full details on entitlements to publicly funded health
services are available through the Ministry of Health, and can be viewed on their website at
http://www.moh.govt.nz

ACCIDENT INSURANCE: The Accident Compensation Corporation provides accident insurance
for all New Zealand citizens, residents and temporary visitors to New Zealand, but you may still be
liable for all other medical and related costs. Further information can be viewed on the ACC website
at http://www.acc.co.nz

MEDICAL AND TRAVEL INSURANCE: International students must have appropriate and current
medical and travel insurance while studying in New Zealand.


http://www.nzqa.govt.nz/
http://www.immigration.govt.nz/
http://www.moh.govt.nz/
http://www.acc.co.nz/

FEES REFUND CONDITIO NS FOR INTERNATIONAL STUDENTS

School Fees

1. An application for refund of fees must be made in writing. You must write to the Board of
Trustees explaining why you have withdrawn from the school and your reasons for seeking
a refund.

2. If your application is made before the start of the term, your fees will be refunded in full less
an administration charge of $300.00 to cover costs incurred by the school.

3. If the student lea ves before the end of the year, your fees for any whole term (not part of)
will be refunded less any committed costs and administration charges. There will be no
refund for the part/remainder of the term in which the student leaves.

4. If your application is made after the start of a term, your fees will be refunded less:

1 An administration charge of $300.00

1 Costs to the school already incurred for tuition

1 Components of the fee already committed for the duration of the course including
appropriate proportions of salaries of teachers and support staff

1 Costs already incurred for the use of facilities and resources

1 The proportion of the Government Levy the school is required to pay

1 Any other costs already incurred e.g. Agent Fees.

5. If your application is made after the second half of the year, you will not receive a refund

except in exceptional circumstances.

The Board of Trustees will make no refund to a student who is excluded from the school.

7. If, in the event that Greenpark School is unable to continue to de liver an international
programme of education instruction, or the school is no longer a signatory to the code, or
ceases to be a provider of education for international students , your fees will be refunded
less

1 An administration cost of $300.00

9 Costs to the school already incurred for tuition

1 Components of the fee already committed for the duration of the course,
including appropriate proportions of salaries of teachers and support staff (if
applicable)

Costs already incurred for the use of facilities and resources

Any other cost already incurred

o

1
T

FEES PROTECTION: To meet the requirement of the Education (Pastoral Care of International
Students) Code of Practice 2016, and to protect student fees and Board of Trustees liability,
Greenpark Scool has an independent bank account in which student fees will be kept in Trust.



FEES PROTECTION POLICY i International Students

Rationale

International Student fees must be handled in a way that ensures those funds are accessed in a
way that is consistent with normal accounting practice. This means that those funds are secure
from misappropriation and are only made available to the school in accord with the refunds policy
or should the school not be able to continue tuition.

Purpose

1. To ensure that if in the event that the school is unable to continue to run a course or
programme that the unspent portion of the fees are available to be returned to the student.

2. To ensure that funds from international students are accounted for separately and i n such a
way that individual student contributions can be protected and monitored.

3.To ensure that i nternational student’s paym
Refund Policy.

Guidelines

1. Accounting procedures are in place to ensure that monies are available for release.

2.l nternational fees shall be paid into the sc
for ‘“Foreign Fees’ , and drawn down at i nt el
academic year.

3. These monies will be available for approved refunds resulting from withdrawal from
Greenpark School or in the event of the School not being able to provide tuition.

Evidence

1. Accounting records.
2. General School Account.



ORIENTATION PROGRAMME

When you arrive at School:

U You will be met by International Manager and have guided tour of school grounds and facilities.

U Meet the Principal and ESOL Teacher and International Liaison person.

0 Your child wil!@ be given a “buddy” of his/ her

U Your buddy will show your child around the school building including:

* School Office * School Boundaries * Restricted Areas
* Sick Bay * Toilets * Te Whare (Hall)

* Library * ESOL Room * Art Suite

*Music Suite * Dance Suite * Technology Suite

*Playgrounds

Support Services Available:

U International Manager

U International Liaison Person (first language)

U Daily support from classroom teacher

0 “Buddy” of student’s age
U ESOL personalstaff

U Other International students of same nationality

Greenpark School Curriculum:

The school curriculum follows the New Zealand Curriculum Framework and Curriculum Documents.
Curriculum coverage includes: English, Mathematics, Social Studies, Information Technology, Te
Reo Maori, Health and Physical Education and the Arts.



INTERNATIONAL STUDENT GRIEVANCE PROCEDURE

At Greenpark school we aim to develop a positive school culture where staff, students and parents
feel safe, welcome and respected.

We want your study at Greenpark School to be successful. We hope your stay will be a happy one.

If you have a problem at Greenpark School or with your homestay talk to someone at the school as
quickly as possible so that the problem can be sorted out.

Even if your problem is a little one, get help and have it sorted. Act before the problem becomes a
bigger one.

If you think your English is not good enough, you can bring a friend with you to help. Sometimes

we get another staff member to translate for you. If necessary, we will get your agent, or another
person to translate for you. Always remember, at Greenpark School, WE CARE.

FIRST STEP:

Problems with your classes or with teachers:
1. Speak to the International Manager Mrs Lynne Mossop:

2. If that does not fix the pro blem, speak to one of the Deputy Principals:
Mr Jason Mischewski Mrs Christina Leef

Problems with school friends:

1. Speak with the International Manager Mrs Mossop.

2. You can speakto the class teachers involved, speak with the duty teacher or a behaviour
ambassador.



Homestay Problems:
1. Speak to the International Manager Mrs Mossop.
2. Speak to tour group leader.

SECOND STEP:

If you are still unhappy and think that the problem has not been solved, you can speak to the
Principal, Mr Lind, about it.

Your parents can also write to the Principal about the problem.

International Manager, Mrs Lynne Mossop

Deputy Principal, Jason Mischewski Deputy Principal, Christina Leef

Principal, Gareth Scholes




THIRD STEP:
If you still feel that the problem has not been solved, y ou may contact a NZQAwho will process the
complaint.

INTERNATIONAL STUDENT DISPUTE RESOLUTION SCHEME (DRS)

HOW TO INITIATE A DISPUTE:

1. A student claimant may initiate a dispute against a provider by making a claim under the
scheme to the DRS operator.

2. A student claimant may make a claim under the scheme free of charge.

3. The claim may be made in writing or orally.

4. The DRS operator must record in writing a claim made orally and confirm the record of the
claim with the student claimant.

5. The DRS operator must provide reasonable support (such as interpretation support to
enable a student claimant to make a claim.

THE COMPLAINTS OFFICER:

New Zealand Qualfications Authority
PO Box 160
Wellington 6140

NZQA 0800 697 296
enquiries@nzqga.govt.nz

PROCEDURE TO ENSUREA STUDENT ACHIEVES COURSE COMPLETION

1. Attendance is taken by roll call by the classroom teacher. Attendance rolls are taken
to the office after attendance has been recorded.

2. If teaching staff is concerned about a student’ s per f or mance, t
Manager together with the International Liaison Person will interview the student and
discuss.

3. If the situation does not improve with counselling from within the school, or other
measures taken by the school, the appropriate outside agencies, e.g. CYFS will be
contacted as will the parents.

4. Inform New Zealand Immigration Services if cease to attend.


mailto:enquiries@nzqa.govt.nz

Summary Education (Pastoral Care of International Students) Code of
Practice 2016

Introduction

When students from other countries come to study in New Zealand, it is important that those
students are well informed, safe and properly cared for.

New Zeal and educational providers have an i mpor
welfare.

Purpose of the Code

The Code is a document, which provides a framework for service delivery by educational providers
and their agents to international students. The code sets out the minimum standards of advice
and care that are expected of educational providers with respect to international students. The
Code applies to pastoral care and provision of information only, and not to academic standards.

Who does the Code apply to?

The Code applies to all education providers in New Zealand with students enrolled on international
study permits. The Code is mandatory to these providers and must be signed by them.

What i s an “intérnati onal studen

An “international student” is a foreign student
the New Zealand immigration service.

How to get a copy of the Code?

You can request a copy of the code from your New Zealand educational provider. The Code is
also available online from www.nzga.govt.nz

How do | know if an educational provider has signed the Code?

The New Zealand Ministry of Education will maintain a register of all signatories to the Code. This
list will be available from www.nzga.govt.nz/signatoriestocodepractick the educational provider
that you are seeking to enrol with is not a signatory to the Code, you will not be granted a permit
from the New Zealand immigration Service and you will not be able to study at that institution.

What do | do if something goes wrong?

If you have concerns about your treatment by your educational provider or by an agent of the
provider, the first thing you must do is contact the principal, the international student director, or
another person who has been identified to you as someone that you can approach about
complaints at your institution. The Code requires all institutions to have far and equi table
grievance procedures for students and you need to go through these internal processes before
you can take the complaint further

If your concerns are not resolved by the internal grievance procedures, you can contact the NZQA
and the dispute resolution scheme.


http://www.nzqa.govt.nz/
http://www.nzqa.govt.nz/signatoriestocodepractice

Education (Pastoral Care of International Students) Code of Practice 2016

The Code sets standards for educational providers to ensure that:

O 0 0 0 0 0

O O

¢

Support the well-being and achievement of International Students.

High professional standards are maintained.

The recruitment of international students is undertaken in an ethical and responsible manner.
Information supplied to international students is comprehensive, accurate and up -to-date.
Students are provided with information prior to entering int 0 any commitments.
Contractual dealings with international students are conducted in an ethical and responsible
manner.

The particular needs of international students are recognized.

International students under the age of 18 are in safe accommodation.

All providers have fair and equitable internal procedures for the resolution of international
student grievances.

Full details of what is covered can be found in the Code itself.

Disputes Resolution Scheme (DRS)

Signatories must comply with the DRS rules. This means that schools must ensure they are familiar
with the DRS rules in the event a dispute arises between an international student and a school that
is either contractual or financial. Students must also be aware of their rights to access the DRS.

Should a contractual or financial dispute arise between an international students and a school, NZQA
will refer it to the dispute resolution scheme operator, FairWay Resolution Limited, who have been
appointed to this role by the Ministry of Education. Informa tion about the dispute resolution scheme
operator can be found at their website:

www.fairwayresolution.com/istudent -complaints

Failure to comply with the DRS rules is a breach of the Code. This may trigger sanctions by the
Code administrator.


http://www.fairwayresolution.com/istudent-complaints
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Formal Student Complaint
N ZA about a Provider

MANA TOMU MATALSANCA © ADTLARNDA

QUALIFY FOR THE FUTURE WOALD
KIA NOHO TASATU K1 TO AMua 20!

1. Provider details

| am making a formal complaint to NZQA about the following provider/school:

Provider/school name:

2. Your details

(You must provide this information in order for NZQA to consider your complaint. If
the complaint is from a group of students, please identify the primary contact person
and their contact details.)

Are you an international student? Yes  No

If Yes. what is your nationality as shown on your passport?

July 2016 1




3. Complaint details

Write the details of your complaint as clearly as possible below. Try to give specific
examples that support your complaint and provide facts such as dates, times and
places. Attach extra pages if necessary.

What is your desired outcome?

4. Supporting documents

Attach any documents that support your complaint and list these below.

Depending on the nature of your complaint you could include copies of the provider's
response to your complaint, other correspondence regarding the complaint, notes
from meetings, publicity material, receipts etc.

July 2018 2




5. Authorisation

You must sign this in order for NZQA to consider your complaint. Please tick the
relevant boxes and sign below.

Yes  No | confirm that | have attempted to follow the internal complaints
procedure of the provider and have given it the opportunity to resolve
my complaint before submitting this complaint to NZQA.

Yes | No | | have attached a copy of the outcome of my internal formal complaint.
Yes | No | authorise NZQA to inform the provider of my name(s).

Yes ' No | | authorise NZQA to release a copy of this form and documents | have
supplied to the provider.

Yes ' No ' | authorise NZQA to proceed with investigating my formal complaint.

Your signature:

6. Return to NZQA

Please post the completed form and any supporting evidence to:
The Complaints Officer

Quality Assurance Division

New Zealand Qualifications Authority

PO Box 160
WELLINGTON 6140

OR

Email your completed form and any supporting evidence to gadrisk@nzga.govt.nz

July 2016




PROCEDURES THAT APPLY WHEN A STUDENT WIT HDRAWS/IS NOT
ATTENDING THE COURSE

If a student withdraws from school:

1.1t must be i n writing by t heaymamgehe tatepfrthe o r
final day of attendance and the reason for leaving and the Immigration Service will be
notified.

2. The Refund Policy for International Students shall apply.
If a child is not attending their course:

1. In the case of absences, the parent/guardian/designated caregiver/International
Manager/Liasion Person must notify the school in the morning of the first day of the
absence via phone call, text, email or through the school app.If the absence can be
foretold — eg. an appointment — then the school is to be informed the day prior to the
appointment or earlier. When you collect your child you must enter and leave via the
school office and sign in/out.

2. Where the student is absent with no reason then the parents will initially be contacted
by the school for an explanation. Where the child is being truant from school, the
International Manager will have a meeting with the parents to rectify the situation. If the
truancy continues then a family meeting will be held and contingencies put in pl ace. If
this does not rectify the situation then the enrol ment will be terminated and New Zealand
Immigration notified.

3. If the student does not attend for more than twenty consecutive school days then the
school will, in writing, notify the parents/caregi vers that the enrolment has been
terminated and the Immigration Service notified. However if the parents have previously
notified the school in writing that the child will be absent for a period of time, with the
full reason for the absence, the place shall be held, providing all fees have been paid, as
required.



CIRCUMSTANCES IN WHI CH TUITION MAY BE TE RMINATED:

. Where a child is absent or consistently truant from school (see above) then the signatory
will terminate the enrolment.

S f a behhavibud is ef an unacceptable level, then a meeting with the child, the
parents/caregiver, and the school will be arranged. If the behaviour does not improve,
written notification will be given to the parents warning of the danger of termination of
the enrolment. If there is no further improvement, the parents and the student will be
notified in writing that the student must leave at the end of that term, or earlier if the
school decides, and will not be eligible to return the following term. There will b e no
refund of fees paid if this occurs.

.An “acceptable | evel of behaviour” would b
school “Code of Conduct” as provided to ea

. If an enrolment application is found to be inaccurate in any way the con tract may be
terminated at the school’'s discretion.

. Upon termination of enrolment, the Immigration Service will be notified as required.






