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DIRECTOR OF INTERNATIONAL STUDENTS

HELEN DOUGHERTY
CONTACT DETAILS: 15 Peat Street, Whanganui, NZ; Tel (+64) 027 4136273
RESPONSIBLE FOR:

· Helping parents and students to buy school requirements when students first arrive.

· Arranging visits to doctors and dentists (with homestay parents).

· Helping students to decide on school courses.

· Arranging the teaching  ESOL

· Renewing students’ visas each year.

· Liaison with parents as and when required.

· General counselling and pastoral care.

· Helen Dougherty (ph 027 4136273) is available for emergency contact 24 hours a day.

HOMESTAY CO-ORDINATOR
LIDA PENN

RESPONSIBLE FOR:

· Organising homestay accommodation.

· Liaison with homestay families.

· General counselling and pastoral care.

· Lida Penn (ph 021 446660) is available for emergency contact 24 hours a day.

ESOL TEACHER
MARY ANNE SLEYER
· Helping students to prepare for exams as TOEFL and IELTS.  (This is not part of the school curriculum).

· Ongoing English support.

CONTACT DETAILS
Ms Helen Dougherty(Director of International Students)
School Phone   

+64 6 349 0105

Cell Phone     

+64 27 4136273
School Fax

+64 6 343 8247

E-mail

hdougherty@cullinane.school.nz
Mrs Lida Penn (Homestay Co-Ordinator)

School Phone   

+64 6 349 0105

Cell Phone     

+64 21 446660
School Fax

+64 6 343 8247

E-mail

lpenn@cullinane.school.nz
Mr Tracy O’Brien (Cullinane College Principal)
School Phone:

+64 6 349 0105

School Fax:

+64 6 343 8247

E-mail



tobrien@cullinane.school.nz
APPLICATION  INFORMATION  FOR  STUDENTS

· If you are accepted by Cullinane College, Whanganui, you will be 

sent an “Offer of Place”. Offer of Place at Cullinane College is conditional on your ability to speak English and is seen as an opportunity to LEARN to speak English better. You will be tested on your English ability before being offered a place at Cullinane College.
· When you accept the Offer of Place,  send a bank draft as payment for

your course and other fees to:

 Cullinane College
 15 Peat Street
 P.O. Box 5017

 Whanganui
 New Zealand.

· When Cullinane College receives your payment they will send you 

a receipt.  This receipt is needed for a visa for entry into New Zealand.

· Take the “Offer of Place” and your receipt to the New Zealand Embassy.  

You should go to the Consular section of the Embassy to find out exactly

what you have to do to get a visa.

· Medical and travel insurance through a New Zealand insurance company is compulsory. As soon as your application is processed, we will send you information on insurance.  You need to be insured before you leave your home country.

DOCUMENTATION REQUIRED WHEN MAKING APPLICATION FOR A STUDENT PERMIT

Applicants for Student Permits must produce the following documents to Immigration Officers:

1. A completed, “Application for student Permit” form, accompanied by the application fee, one passport photograph and passport.

2. An offer of a place at an Educational Institution in New Zealand.

3. Evidence of exemption from course fee, OR evidence of payment of course fees (ie either a notice of award of full scholarship of a fees scholarship, or a receipt showing payment of the course fee).

4. A guarantee of accommodation - either from the institution or from some other person to provide accommodation.

5. Evidence of the availability of sufficient funds for maintenance and repatriation during the student’s stay in New Zealand, that is a bank statement of $10 000.00 or completed sponsorship form.

6. If the student’s course if for longer than 24 months - a New Zealand Immigration Service Medical clearance and Chest X-ray clearance (in some cases)  – See NZ Immigration website for details) is required.
If the student’s course if for longer than 24 months - police clearances from their home country.

	CULLINANE COLLEGE, WHANGANUI, NEW ZEALAND

OFFER OF PLACE TO INTERNATIONAL FEE-PAYING STUDENT


1. When you have been accepted as a student at Cullinane College, you will receive an “Offer of Place at Cullinane College” document which is to be included in your Study and Visa applications to the New Zealand Immigration Service.

2. Offer of Place at Cullinane College is conditional on your ability to speak English and is seen as an opportunity to LEARN to speak English better. You will be tested on your English ability before being offered a place at Cullinane College. 

FAMILY HOMESTAY GUIDELINES AT

CULLINANE COLLEGE, WHANGANUI
1. New Zealanders are very friendly.  Students will be welcomed into their homestay family.

2. Students will be invited to join in all the family outings and activities.

3. Students are expected to eat with the family members.  In New Zealand everyone eats at the same table and all at the same time.

4. The homestay family needs to know at all times where the students is going to be.  If intending to stay away overnight the student is expected to get permission from her homestay parents and the Director of INTERNATIONAL students and to give an address and contact phone number.  If a student intends to travel out to town without her homestay family, she must get the permission of her parents and Director of INTERNATIONAL students.

5. It is important to understand that in New Zealand families it is the custom to help with setting the table, drying dishes, making your own bed etc.  Therefore offers to help with these things would make you more part of the group.

6. The homestay host/Director will help if the student needs medical care.  Students are responsible for their own medical costs.  Medical Insurance is the best way to provide for expenses when you get ill.

7. Students should not carry large sums of money with them.  Pocket money needed to cover personal expenses could be $30 each week.  Parents of international students are advised to arrange for their son or daughter to open a bank account in Whanganui so that larger expenses can be met as required. The Director can assist with this.
8. Students are expected to pay their own telephone calls.  Calls in the Whanganui region are free; calls to other regions of New Zealand and INTERNATIONAL can be made on a phone card or by charge to a private account which will be recovered from the student.

9. The College rules on smoking, drugs, alcohol and cars apply to international students.  International students at Cullinane College may not own a car or drive a motor vehicle.

10. If the student wishes to bring friends to the homestay he should first obtain the homestay parents’ permission.

11. In New Zealand most families go to bed early and noise is not acceptable after that time.  Students can use headphones for radios and CDs to avoid disturbing the household.

12. Students will supply their own toiletries eg. shampoo, toothpaste.  Linen and bedding is supplied and heating is provided.  Supervision will ensure that everything is being used safely and that there is no risk to anyone.

13. Accommodation fees are paid directly to the College each year in advance.  The College will reimburse the homestay family.

14. Where homestay accommodation is not successful and a change is necessary, the Cullinane College Homestay Co-ordinator will assist with new arrangements.  An additional cost for the changeover may be charged.

15. The cost of heating in New Zealand is very high.  Students are expected to wear warm clothing in the house and to use heaters only when necessary.
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CONDITIONS OF ACCEPTANCE (SCHOOL)
1. The student’s parent guarantees the good behaviour of the student in New Zealand.  He/she understands that behaviour which is unacceptable to the school (as outlined in the CODE OF CONDUCT or to homestay parents may lead to termination of the student’s enrolment at Cullinane College.

“Unacceptable behaviour” includes the abuse of alcohol and drugs, theft, physical violence, or any action that contravenes New Zealand law.

In the event of such misbehaviour, any decision made by the Principal and / or Board of Trustees will be regarded as final.

2.  The student’s parent accepts the right of the school to effect a change of course if this is seen to be in the best interests of the student.

3. The student’s parent has read and understood the Cullinane College Refunds Policy for International Students.

4. The student’s parent understands the student may not own or drive a vehicle whilst a student at Cullinane College.

5. The student’s parent agrees that the student should attempt to speak English at all times on campus and at his/her hostel / homestay.

6. The student’s parent agrees that their son/daughter should take part in at least two out-of-school activities each year, for example, music, speech or sport.

7. The student’s parent understands that the Principal, Director or Homestay Parents have the authority to make decisions regarding medical treatment for their son/daughter.  The student’s parent understands that they will be informed immediately in the case of an urgent problem.
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CONDITIONS OF ACCEPTANCE
(HOMESTAY)
1. The student’s parent guarantees the good behaviour of the student in New Zealand, as stated in the Cullinane College contract.
2. The student’s parent understands that the student may not make any national or international telephone calls from the homestay unless the charges are reversed.  If any such calls are made, the student’s parent guarantees to reimburse the homestay for any costs.  Telephone calls to friends should not exceed ten minutes, and should be conducted in English once the student has reached an appropriate level of English.

3. The student’s parent undertakes that the student will not leave the homestay for another permanent address without the knowledge of the homestay parent and the Homestay Co-ordinator

4. The student’s parent undertakes that the student will give at least two weeks notice before leaving the homestay.

5. The student’s parent understands that, in the event of the student’s not coming to New Zealand, Cullinane College will retain the NZ $400 admin/placement fee.  The advance board payments will be refunded in full, although if there is less than one week’s notice given, the College may deduct a sum to compensate the homestay for inconvenience experienced or expenses incurred in anticipation of the student’s arrival.

6. The student’s parent agrees that the student must obtain the student’s parent / caregiver’s permission in writing, and that of the Director of INTERNATIONAL Students if he/she wishes to travel out of Whanganui without his/her homestay family.

7. The student’s parent agrees that the Principal / Homestay Parents/ Director may make appropriate decisions regarding medical care for the student.  The student’s parent agrees that the student is to have adequate medical insurance cover from a New Zealand insurance company.

GUIDELINES FOR HOMESTAY PARENTS

Please treat your student as you would your own children.

Students are to obey the laws of New Zealand.

Please know where your student is at all times.  Suggested times for students to be home are 5.30pm during the week and 10.00pm at the weekend.

Homestays are requested to provide:
· homework supervision;
· three meals a day;
· a room of his/her own for the student;
· transport to and from school (or at least to know which route the student will take).
Students are not permitted to own or drive cars.

Students are expected to keep their rooms clean and tidy, to be on time for meals, to help with normal chores, to let homestay parents know where they are going.

It is helpful if you come to an arrangement with your student about laundry.

If a student is ill, please notify the Director as soon as possible.

Please do not allow your student to “take over” your phone.  A suggested time for a call to a friend is ten minutes.

Students are expected to speak English at home and on the phone.

We request that if the student is staying somewhere else overnight, the Homestay Co-ordinator is given a contact address and phone number.

Students are obliged to take out insurance for personal health and belongings while they are in New Zealand.

The student is bound by the conditions of the “Homestay Contract” which his/her parents have signed.

THE COLLEGE GUARANTEES TO:

· Keep the lines of communication open.

· Be available at all times for emergency contact.

· Provide homestay parents with copies of the student’s school reports.
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REFUND  POLICY

· If you change your mind before coming to New Zealand your full fees are refunded, minus a $400 administration fee.

· If you wish to withdraw after arriving in New Zealand no refund will be made except in the case of:

1.
Return home because of the student’s serious illness.

2.
Return home because of death or serious illness of a close member of the student’s 

family.

In these cases, under New Zealand law, the College must retain amounts to cover costs already incurred.  The balance will be returned.  Medical evidence must be provided.

Students who are insured with UNICARE may have the balance of their fees reimbursed by that company.

· NO refunds will be made to students who are asked to leave the College because of misbehaviour, poor attendance or violation of the rules regarding motor vehicles.

· NO refunds will be made to students who wish to transfer to another school for whatever reason.

· NO refunds will be made to students who return home for any reason other than the student’s serious illness or death, serious illness of the family or other compassionate grounds as determined by the Principal or Board of Trustees.

· NO refunds will be made to students who acquire Permanent Residence after having enrolled here.

1. In order to be eligible for any refund the  withdrawing international student must apply in writing to Cullinane College’s Board of Trustees, setting out the special circumstances of the claim.

2. In arriving at their decision the Board of Trustees will take into consideration:

· the special circumstances of the withdrawing student;

· costs already incurred by the Board of Trustees;

· the salaries of the teachers and support staff and any other components of the fee already committed for the duration of the course;

· an amount which covers use of the facilities and resources to date of withdrawal.

3. Except in exceptional circumstances, no refund is payable to a student who withdraws in the second half of the course.  In the case of a full-year student, the second half of the course commences on the first school day of the third term after commencement.

4. No refund is payable to any student whose placement has been terminated by the Board of Trustees because the terms of the student contract have not been met, as set out in the Prospectus and in the Information Pack for International Students.

5. Homestay fees will continue to be paid for the remainder of the term in which the student withdraws.

Reference:
Education Amendment (No. 4) Act 1991.
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FEES PROTECTION

Cullinane College, as a school funded by the Ministry of Education and not being a private business, is in a secure position to guarantee the tuition paid for by international students. Through its locally raised funding, it would guarantee by Board decision any refund considered appropriate under its refund policy in the event of the school being unable to continue its service to international students.
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GRIEVANCE PROCEDURES

1. Any complaints, including any about breaches of the Code, should initially be directed to the Director of International Students.  Advice will indicate preference for a written complaint so that there is no doubt what is at issue.

2. The Director will immediately inform the Principal of the nature of the complaint.

3. Arrangements will then be made to investigate the complaint including necessarily an interview with the student and any other interviews deemed appropriate.

4. Except in unusual circumstances, a written reply to the complaint will be mailed within two weeks of the original complaint being received.

5. If a complaint has not been resolved to the satisfaction of the complainant, advice will be given on the role of the International Education Appeal Authority.

6. School representatives will be required to document and file all issues relating to a complaint.

7. The procedures relating to complaints are displayed in the ESOL rooms and in the office of the Director.

8. Grievance procedures are also published through the Summary Code of Practice provided in this pack.

      INTERNATIONAL EDUCATION APPEAL AUTHORITY (IEAA)

C/- Ministry of Education, Private Bag 47 911, Ponsonby,  Auckland, New Zealand

 Tel (64 9)374 5481      Fax (64 9) 374 5403   info.ieaa@minedu.govt.nz
      IEAA DECISIONS

The school recognises that, in its signatory capacity to the Code, it is required to co-operate with the IEAA in the event of a complaint investigation, to agree to be bound by the IEAA’s procedures and to provide information as requested and as relevant to the student complaint.

The school also recognises that the IEAA’s decision is binding.
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WITHDRAWAL AND NON-ATTENDANCE PROCEDURES

NON-ATTENDANCE

1. International students will be involved in the normal daily, period by period, attendance checks.

2. Where patterns of unsatisfactory attendance become apparent, the Director will be so advised.

3. Similarly, the Deans of the general school levels will advise the Director when international students are not meeting course requirements.

4. In such cases, students will be interviewed by the Director.  If improvement does not eventuate, parents will be contacted with advice that breach of contract is a risk.

5. In the event that a student ceases to attend, immediate contact will be made with the     designated caregiver and the parent(s) for confirmatory purposes then New Zealand Immigration will be notified and any relevant Ministry of Education regulations followed.

WITHDRAWAL

If you change your mind before coming to New Zealand your full fees are refunded, minus a $400 administration fee.

If you wish to withdraw after arriving in New Zealand no refund will be made except in the case of:

1.
Return home because of the student’s serious illness.

2.
Return home because of death or serious illness of a close member of the student’s 

family.

In these cases, under New Zealand law, the College must retain amounts to cover costs already incurred.  The balance will be returned.  Medical evidence must be provided.

Students who are insured with UNICARE may have the balance of their fees reimbursed by that company.
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IMPORTANT INFORMATION

CODE: Cullinane College has agreed to observe and be bound by the Code of Practice for the Pastoral Care of International Students published by the Ministry of Education. Copies of the Code are available on request from this institution or from the New Zealand Ministry of Education website at http://www.minedu.govt.nz/goto/international .

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 while 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. 
Please Note: Only New Zealand Insurance cover will be accepted. Students must provide evidence of appropriate and current medical and travel insurance.  This insurance must cover the full length of time spent in New Zealand.  The school will keep a record of the Insurance Policy number and the type of cover provided.
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SUMMARY CODE OF PRACTICE FOR THE PASTORAL CARE OF INTERNATIONAL STUDENTS
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 Zealand educational providers have an important responsibility for international students' welfare. 

This pamphlet provides an overview of the "Code of Practice for the Pastoral Care of International Students" (the Code), and provides a procedure that students can follow if they have concerns about their treatment by a New Zealand educational provider or agent of a provider.

What is the Code? 
The Code is a document that 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 international students enrolled. The Code is mandatory to these providers and must be signed by them. 

What is an "international student"? 
An "international student" is a foreign student studying in New Zealand.

How can I get a copy of the Code? 
You can request a copy of the Code from your New Zealand education provider. The Code is also available online from www.minedu.govt.nz/goto/international.

How do I know if an education provider has signed the Code? 
The New Zealand Ministry of Education maintains a register of all signatories to the Code. This is available online from www.minedu.govt.nz/goto/international. If the education 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 I do if something goes wrong? 
If you have concerns about your treatment by your education 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 fair and equitable internal grievance procedures for students and you need to go through these internal processes before you can take the complaint any further.

If your concerns are not resolved by the internal grievance procedures, you can contact the International Education Appeal Authority (IEAA).

What is the International Education Appeal Authority (IEAA)? 
The IEAA is an independent body established to deal with complaints from international students about pastoral care aspects of advice and services received from their education provider or the provider's agents. The IEAA enforces the standards in the Code of Practice. 

How can I contact the IEAA? 
You can write to the IEAA at: 

	International Education Appeal Authority 
C/- Ministry of Education 
Private Bag 47-911 
Ponsonby 
Auckland
	  

	
	Fax: (09) 374 5403 
Phone: (09) 374 5481 
Email: info.ieaa@minedu.govt.nz


What will the IEAA do? 
The purpose of the IEAA is to adjudicate on complaints from international students. The IEAA will investigate complaints and determine if there has been a breach of the Code. The IEAA has the power to impose sanctions on education providers who have committed a breach of the Code that is not a serious breach. These sanctions include an order for restitution, publication of the breach, and / or requiring that remedial action be undertaken.

The IEAA will refer complaints that are not about pastoral care to another regulatory body if appropriate.

The education provider will be given a reasonable time to remedy the breach. If the breach is not remedied within that time, the IEAA may refer the complaint to the Review Panel.

The IEAA can determine if it considers that a breach of the Code is a serious breach. If the breach is a serious breach, the IEAA will refer the complaint to the Review Panel. 

What can the Review Panel do? 
The Review Panel can remove or suspend an education provider as a signatory to the Code, meaning that the provider would be prevented from taking any more international students. Only the IEAA can refer complaints to the Review Panel.

A summary of the Code of Practice for the Pastoral Care of International Students 
The Code sets standards for education providers to ensure that:

· 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 into any commitments 

· contractual dealings with international students are conducted in an ethical and responsible manner 

· the particular needs of international students are recognised 

· international students 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.

The Code also establishes the IEAA and the Review Panel to receive and adjudicate on student complaints.
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