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Policy

New Zealand College will operate a legitimate and robust Student Fee Protection
Policy to protect the interests of domestic or international students enrolling at the
College for courses of study. In addition, New Zealand College will operate and
maintain a legitimate Withdrawal and Refund Policy for Students who withdraw from
the course within the first eight days (or within two or five days if delivering courses of
less than three months to international students), as required by New Zealand's
Education Act.

Student records (e.g. enrolment, attendance, and progress or achievement records)
will be protected at all times to ensure such documentation is available to NZQA in the
event of course closure or closure of New Zealand College.

For the purpose of this policy, 'Fees' includes homestay, living costs and other monies
paid to or held by New Zealand College on a student's behalf.

NZ College will withhold course fees, or part thereof for any of the following withdrawal
occurrences;

I Breach of NZ Immigration Laws

I Being expelled from NZ College on disciplinary grounds

The procedure for implementing and managing the Student Fee Protection,
Withdrawal and Refund Policy is detailed below;
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Policy Statements & Flow Diagram b Student Withdrawal

Withdrawals and refunds for courses of less than thre e months
delivered to international students

New Zealand College will allow every international student enrolled in a course of less
than three months to withdraw from the course and refund a minimum proportion of
fees specified by the New Zealand Qualifications Authority (NZQA) as follows;.

For courses of up to and including four weeks and six days:

I Where an international student withdraws within the first two days of the course
New Zealand College may, at its discretion, keep up to 50 per cent of the full
amount of any payments made by the student to the College; and will refund
the balance to the student.

I If two days constitutes the full amount of tuition paid for by the student, New
Zealand College may, at its discretion, keep 100 per cent of the payment made
for the course.

For courses of five weeks or more but less than three months:

I Where an international student withdraws within the first five days of the
course New Zealand College may, at its discretion, keep up to 25 per cent of
the full amount of any payments made by the student to the College for the
course; and will refund the balance to the student.

A student who withdraws before the course commences will also be subject to the
above criteria. That is, he/she will be entitled to a refund less any amounts allowed to
be retained by New Zealand College.

Withdrawals and refunds for courses of more than three months
delivered to any student

For any student who has paid to attend a course of three months or more, New
Zealand College will ensure the student's fees are paid into a trust, to be available for
refund if they withdraw up to the eight h day. If they withdraw up to the eighth day,
the full amount will be paid to the student less an amount equal to the lower of the
following amounts:

I 10 per cent of any amount paid; or
I $500.

A student who withdraws before the course commences will be entitled to a refund
less any amounts allowed to be retained by New Zealand College i.e. 10% or $500
whichever is less.
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Flowchart B Student withdrawal
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Procedure
Action Procedure By Whom Deadline
Student 1. Notification of intention to withdraw | Student One week
notification of from course is received in writing; NZ after
intention to I From the student; before the Immigratio | application
withdraw from commencement of the course n Service | for a refund
the course and or; within the first eight days of Director is received
an application the course commencing
for a refund is I On notification from the NZ
received Immigration Service that the
student® Visa application is
denied
I On notification from the Director
NZ College that the student has
been expelled
2. Student® application for a refund is
received in writing or,
3. On directive from the Director of
NZ College
4. Withdrawal notification and
application for a refund is receipted
and date-stamped immediately
5. Student is interviewed on reasons
for withdrawal and documentation
annotated accordingly
Student® 1. The procedure and timelines for Registrar | On receipt
application for a processing an application for a Student of the
refund is refund is explained to the student application
processed and any queries/issues are for a refund

answered/resolved without delay

2. Public Trust Refund Form is
completed with student details and
signature;

NB: Any fee refunds ought to go to the
person, or organisation that paid the
fees, not necessarily the student. This
can include parents, charitable trusts
and employers.

3. Public Trust Refund Form is
despatched to Public Trust without
delay

4. Copies of Refund documentation
are recorded and placed in
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Student® File

. Student withdrawal and refund is

noted in course registration file

. Letter is sent to NZIS stating that

student is no longer at NZ College
and that visa application has been
cancelled.

Refund of
student fees is
made

. Refund is made to the appropriate

recipient as described above

Public
Trust
Office

As required

International
Student is in
breach of NZ
Immigration or
NZ Laws

. Circumstances surrounding an

alleged breach of the NZ
Immigration Law is investigated
and reported to the Director NZ
College, in writing

. Student is interviewed by the

Director NZ College on the
implications of a confirmed breach
of the NZ Immigration or NZ Law
including;

I Failure to attend the course of
study

I Criminal offence

. Options for consideration by the

student are discussed including;

I Rectifying a course attendance
issue

I Voluntary withdrawal

I Continuing with legal
proceedings

. An agreed course of action is

jointly decided on after an alleged
breach of NZ Law is confirmed

Director
Student

Immediately
on
notification

Student is
expelled from
NZ College

. Student is immediately informed in

writing, and the grounds for
expulsion clearly set out

. Student is interviewed by the

Director NZ College and reasons
for expulsion and refund of fees (if
any) are discussed accordingly

. Student is withdrawn from the

course of study

. Letter is sent to NZIS stating

student name, passport and date
of birth; and reason for expulsion

Director

Director

As required

Same day
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