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Welcome to NZLC!

NZLC would like to welcome you to New Zealand. We look forward to your arrival and to making
your stay enjoyable and successful.

To help you prepare for your tripe have compiled the following information to help you adapt
more quickly to a new country, climate, school and lifestyle.

If you have any further questions, pleas®mntact us atinfo@nzlc.ac.nz

NZLC Auckland NZ_C Wellington
Level 2

104 Customs Street West Level 4

Auckland 1010 186 Willis Street, Te Aro

Wellington 6011
Phone: 64 9 303 1962

Fax: 64 9 307 9219 Phone: 644-802-4620
Emailiinfo@nzlc.ac.nz Fax: 644-802 4621

Email:iinfo@nzlc.ac.nz
24 hour Emergency Contact Number:
24 hour Emergency Contact Number:
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NZLC Auckland Campus Detalls
l dzO1fFYyR Aada bS¢g %S| I yRQaearyl5\HliBr The cyisi &
surrounded by beautiful harbours, islands, beachegwards and reserves. International
events, festivals, concerts and exhibitions are hosted in Auckland throughout the year.
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Qustoms St @mpus features

Student number: 40@ 450.

35 classrooms over 3 levels.

Computer room with 32 PCs.

Free WiFi & use 620 PCs.

Free online study materials.

Several student lounges and relaxation areas.
Student kitchens.

Friendly Student Services Staff (first language support).
Movie room andifee DVD rental.
Course information workshops.
Academic course informatioressions.
Free job workshops & CV check sessions. HobsonSt
Weekday and weekend activities.

Volunteer and community project opportunities.

D>y D DD D D D

Qustoms St @mpus Location

@ A few steps from the Viaduct Harbour
@ I FSg YualytdzheSraitstreet/ public transport

@ Next door to a swimming pool, gyand sauna

Hobson St Campus features

>

Located on 4 Hobson Street, (Levé@ & 0 = 2dza (i |lwaldféns theyNZyCdlait & Q
Campus

Awerage student number: 106 150.

13 classrooms over 2 levels

Study areas and 8 comiais.

Free afterschool study support

Onside campus coordinator

FREE Wifi and Internet

Afterschool Activities and field trips (combinedth NZLC Auckland main campus)

Kitchen/ bathroomson each level

I I I D D D

NZLC has a third campus locatedLavel 6, 15%ueen Streehowever we are in the phase of transitioning our
Queen Street campus to join our convenient and bigger Hobson Street schaobhgt 2017.

Auckland Weather and Climate
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NZLC Wellington

NZLC Wellington Campus Detalls

From the moment you arrive in Weigton, you will be inspired by the original culture of
art, cafes and music. Wellington is the capital city with a populatiappfoximately
400,000.

Campus features
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Campud_ocation

Student number: 9@ 160

Classrooms: 12

Free WiFi & use of 10 PCs

A selfstudy area

A student kitchen

A library

A movie projector

Free DVD rental

Free online study material access
Friendly Student Services staff

Free job preparation and CV workshops
Weekday and weekend activities
Volunteer and community project opportunities
First langiage support

@ Located a few minute@walk away from Cuba St and 4

@ Close to TE Papa and a range of other museu

@ Close to the waterfront and the best coffee shops

the city centre

and gallerés

Wellington Weather and Climate

Wellington Average Min @ Average Max
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Arrival at Auckland International Airport

NZLC Audknd Airport Transfer Service
1. If your driver is not at the meeting point 20 minuta&er you arrive pleasecall Sunny Malhotra
on 02767687030rb %[ / ! dzO1 f I YRQ& H m641227INI0D® YSNHSy Oé [ AYySY

2. If you do not arrive at the NZLC Auckland airgick up point at the prarranged transfer time,

your transfer fee will be nomefundable, unlesl8 hour<)2 working days)notice is given. Ifou

know in advance of your arrival delglease calthe NZLC Auckland Emergency phone number.

For unannounced arrivals or changes to -areanged bookingg$or adult students the alternative
transfer option may be to arrange a taxi transfer or a shuttle bus to your NZLC Auckland
accommodatiorat your own expase(approximate cost from Auckland Airport to the City5$6575

¢ maybe more in heavyraffic; by shuttle bus: $$50). Young Learner students must not take taxis,
shuttles or any type of public transport but must call the above emergency nuntmicancellations

to NZLC transfer service made less than 24 hours (1 working) in advanceoatidiling to arrive
without notice will incur a 50% penalty fee of the original NZLC transfer quote.

3. Pleaseadvise NZLC if you have anyraXxuggage(for exampe a surfboard), to make sure that
the transfer vehicle has space.

4. Make sure you advise NZLC if you have any excess lugymfjeas a bike, surfboard, snowboard
or extra suitcase)n order to ensure that the transfer company is able to accommodageextra
luggageBelow are theapproximateprices:

3 or more suitcases: $5510 Bike in bike box: $5
1 to 3 surfboards: $6$20 Golf clubs: $5
Other excess luggag®lease check with NZLC when making the transfer booking

Auckland Airport Arrivag Map

NZLC ARRIVALS
Turn left when you walk through
the arrival gate
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Other modes of transport fromAucklandairport
(prices are subject to change)

Car pak

The Sky Bus

You can also take the Sky Bus from Auckland Airport to the Auckland City Centre. You can buy tickets
directly from the airport for apprornately $20 onewvay. The Sky Bus runs 24 hours a day. More
information here:www.skybus.co.nz

Shuttle

You can also book an airport shutbefore arrival via this websitewww.supershuttle.co.nz~rom
Auckland airport to the city centre, it will cost approximately $40.

Taxi

There are many taxis waiting outside Auckland airport. A trip fiteenairport to the citycould range
between $65 $75 but you should also confirthe approximate price with the driver before getting
in the taxi.



http://www.skybus.co.nz/
http://www.supershuttle.co.nz/
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Arrival at Wellington International Airportg Wellington

NZLC Wellington Airport Transfer Service
1. If your driver is not at the meeting point within 20 minutes of your arrival, pdea$l Super Shuttle
on 0800 748 885 orthe NZLC Wéngton 24 hours emergencyhpne +64 21030 9815

2. 1f you do not arrive athe NZLC Wellington airport pick up point at the jameanged transfer time,

your transfer fee will be nomefundable, unlessy K2 dzZNBQ y20AO0S A& 3IAQBSyod Ly i
in advance of your arrival delay, prompt actionciontacting the NZLC Wellingtormergencyphone

may result in successfully changing your pick up time.

For unannounced arrivals or changes to-preanged bookings, the alternative transfer option may be

to arrange a taxi transfer or a shuttle bus to your NZLC Wellington accommodstipour own

expense

For cancellations to NZLC transfer sersivade less than 24 hours (1 workidgy) in advance andf

failing to arrive without notice will incur a 50% penalty fee of the original NZLC transfer quote.

3. Makesure you advise NZLC if you have any excess luggiacfeas a bike, surfboarshhowboardor
extra suitcasein order to ensure that the transferompany is able to accommodate the extra luggage.
Charge for excess luggage: $10 per item.

Wellington Airport Arrivals Map

Wellington Airport Arrivals Map
(Ground Floor - Baggage Claim Area)

Supershuttle
0800 748 885
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Other modes of transport from Wellingtomirport
(prices are subject to change)

Airport Flyer
The Airport Flyer ia bus servie that operates between Wellington Airpaand Wellington Citgvery
20 minutes The cost ispproximately $9 onavay.More info here:www.airportflyer.co.nz
Shuttle
You can also book an airport shutbefore arrival viathis website www.combinedshuttles.co.nz
The cost is approximately $2640.
Taxi
There are many taxis waiting outsitiéellingtonairport. A trip fromthe airport to the citycould range
between $10- $60 but you should also confirm the approximate price with the driver before getting
in the taxi.



http://www.airportflyer.co.nz/
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Copng with a new language!

Many new students find this first week a bit difficuBe patient! It takes time and practicBYy the
end2¥ GKS 4SSz @&2dz gAtf adl NI G2 FSSt alld K2YS¢ Ay

When you talk with your host family, teachers and friends, ask them to speak clearly, slow down or repeat
themselves. They will be happy to support you. If you become tired and frustrated vawedoynot learn
as quickly as you would like, relax and slow down.

Common Expressions:
"l don't understand. Can you explain this to me?"
"Can you help me please?"
"l am unsure / confused / uncertain. Can | talk with you about it?"
“lwould likesomeK Sf LI gAGK K2YSg2N] k 9y3IftAaK k YI{Ay3a vy

What to bring:
Clothing:
A Light, comfortable clothing such asshirts, shorts and sandals for the warmer months
(December March)
A Wind-proof jacket, jumpers, jeans, jacket, gloves and strong shoes ds ioothe colder months
(May ¢ August)
Umbrella
Warm jacket and raincoat (year round)

> 3>

The weather in NevZealand is changeable so ycan experience 4 seasons in one day so it is a good idea
to bring a warm jacket even imsimerc just in case!
All types of clothing can be purchased in New Zealand at varying prices.

Electrical Appliances: Socket / outlet in NZ
Electrical appliances operate on 240 volts and you can buy an adapter on arrival.

B! 3
Remember to bring your camera so you can take pictures of your experiences in Ne ) ,@’
|

Zealand. t.“; L’,“
Before you leave check that your phone is unlocked so you can use it overseas. ———

Food:

Most Asian products and most European food products are availabi\zZend you do not need to bring
these with you.

New Zealand hagERYstrict quarantine lavs:

DO NObring: any plant or animal materiéggs, mushrooms, fruit, Chinese herbs, pork, noodles,
spices etc.)or you can risk an instant fine of $4@6ad possible fine up to $100,000 or a prison term.

Please see the New Zealand Customs website toerdetails:
http://www.customs.govt.nz/Pages/default.aspx

However, if you must bring any of these, please remember thatfollowing items must be declared on
your New Zealand Passengarigal Card:

A Food of any kind

A Plants or parts of plants (alive or deddiological specimens

A Animals (alive or dead) or their products

A Equipment used with animals

A Equipment such as camping gear, golf clubs, and used bicycles
Visas:

It is very impotrant that you know which type of visa you valbply forbeforevisiting NZ. There are
a few different visa options depending on your nationality, pjdesgth of stay in NZnd whether

or not you want to work in NZor more information on visas, seesthmmigration New Zealand
website:www.immigration.govt.nz



http://www.customs.govt.nz/Pages/default.aspx
http://www.immigration.govt.nz/
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Medical and Travel Insurance

International students must have appropriate and current medical and travel insurance for the duration
of their enrolrent at NZLC and for travel to and from New Zealand, regardless of the type of visa they
hold. NZLC can only accept insurance policies which meet the guidelines set out in the NZQA Code of
Practice for International Students. An acceptable insurance comigaigfined as:

o ! NBLHziltotS IyR SadtlofAaKSR Ayadz2NBENJ gAGK |
Standard and Poors or B+ from A M Best.
0 Aninsurer who is able to provide 24 hour service, seven days a week.

T Amounts for health cover should be for an unlingitsum insured.

NZIC can arrange insurance for you which meets the above requiremé€ntgact us for more
information

Your First Day at NZLC:

On your first morning please come to schooBa0 a.m.for Orientation.
We will show you around the school @explain the school procedures to you.

General English studendll have an English test. Don't stress! We just want to make sure we place
you in the best class for your level!

What to bring onyour First Day:

A Passport(including visa and permit)

A Copy é your medicaknd travelinsurance policywhich meets the insurance guidelines set out in
the NZQA Code of Practice for International Studeri&eabove.This policy musincludeyour
name, policy number and coverage date@f you have bought insuraneéth NZLC, you wible
given your insurance policy here at school).

A Letter of Acceptancdrom NZLC

A $100 cash text book deposior students taking General English, IELTS or English for Business
(EBP). This deposit will be refundiedfull at the end of tle course provided that the textbook is
returned in an acceptable condition.

2017 Textbook Refund Policyhis deposit will be refunded in full upon returning the textbook at the end of
the course in an acceptable condition.

2018 Textbook Refund Policy50 of this deposit will be refunded upon returning the textbook at the end
of the course in an acceptable condition.

A If you are studying fot6 weeks or moreyou are entitled to a student discount 46% on public
transportin Auckland Bringa passport sie photoand we will make you a student ID card with
the public transport sticker on it so that you can receive the discount vgheohasing bus fares.

A Pens, a dictionary and other stationary

A Your New Zealanddalressand phone number

First Day Timetable:

TIME FIRST DAY

08:30 - 08:45 Arrive at School

08:45 - 09:00 Check-In

09:00 - 10:45 Welcome Speech/ Test / Admin
10:45 - 12:15 Orientation
12:15-13:15 Lunch

13:15- 15:15 Lesson (Full Time students)

After School Student Services/Activities/Study Support
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WeeklyTimetablefor General English / IELTS / Business English /
Cambridge FCE or CAE (16 yedds+)

09:00- 10: LESSON
10:30- 10:45 BREAK
-12:15 LESSON FREE TIME
12:15-13:15 a variety of trips
o Sl TOEIC  areavailable

W%‘ekend
LucieeeblBS  Study Support / Activities / Student Services A=

Weekly Timetable for Young Learner Courses 11¥ yearsold)

09:00-10:30 LESSON

BREAK

10:45-12:15 LESSON FREE TIME

12-15-13:15 a variety of trips
o LUNCH are available

13:15-15:15 LESSON (YL GE/HSP) or ACTIVITES (English + Activities)

After School Study Support / Activities / Student Services

Weekly Timetable foTESOL / TECSOL Courses

09:00-09:30 Supported Self Study

BREAK
LESSON FREE TIME
a variety of trips
12:15-13:15 LUNCH are available

13:15-15:15 LESSON
15:30-16:30 Teaching Practice / Feedback / Lesson Preparation

Weekly Timetable foilCELTA Courses

: Introduction :
1:30 Intreduction to language Receptive Pl
- to rourss ELIETETEES Skll Is
Classroom Presenting Foreign
Management & V;)ca bhu_lary Language: Text-based language
leaner styles EEEIDTS presentationls lesson

-3
Preparation Teaching Practice Feedback

Teaching Practice Guidance / Prep

14:15-15:00

Lesson
15:30-17:30 ;}%ﬁf’,{; ey, Teaching Practice 9
the learners
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NB:Friday afterschool activities usually start around 12.30pm and 1.15pm.
The above timetables are samples oahd may vary across campuses.
The schools are open all year except on weekends and pudicaks.

Public Holidays in New Zealand:
NZLC is closed on the following public holidays:

bSé , SIHNRa 51 2Jan2017 1Jan 2018
58 ! FGSNJ bSg3Jan2017 2Jan2018
Wellington Day 23 Jan 2017 22 Jan 2018
Auckland Day 30 Jan 2017 29 Jan 2018
Waitangi Day 6 Feb 2017 6 Feb 2018
Easter Friday 14 Apr 2017 30 Mar 2018
Easter Monday 17 Apr 2017 2 April 2018

ANZAC Day 25 Apr 2017 25 Apr 2018
vdzSSy Q& . ANI K5Jun2017 4Jun2018

Labour Day 23 Oct P17 22 Oct 2018
Christmas Day 25 Dec 2017 25 Dec 2018
Boxing Day 26 Dec 2017 26 Dec 2018

Your Friendly Staf€ Who we are:

NZLC Directors

Mr Justin Mastoyo
Mr Miles Stewart
Ms Makiko Kunitate

NZLC Auckland

Management Team
Mr Stuart Binnie

Mr Nelson Almazar
Mr Pete Jones

Mr Bruno Balducci

Accommodation Team
Ms Jenny Burger
Ms Meagan Edmonds
Ms Takako Dean

Student Services Team
Mr Jonathan Lee

Ms Hanna Reimitz

Ms Ben Pudner

Ms Melizza Luzardo

Ms Cris Haddad

Ms Hazel Hwang

Mr Mauricio Penagos

Ms Anita Lam

Principal

Financial Accountant

Academic Director

Head Teacher Trainer (CELTA / TESOL)

Accommodation Coordinator
Accommodation Assistant
Accommodation Assistant

Group Study Tours Officer

Group Study Taudeht Services Officer
Reception / Student Services Officer
EnrolmentsCoordinator

Enrolment Officer

Course Advice / Korean Marketing Manager

Student Services / Marketing Officer
Student Services / Marketing Officer

10
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Ms Karina Souza
Ms Rie Tagawa
Ms Iselin Sieg
Ms Emma Kilsby

Academic Team
Mr Pete Jones

Ms Michelle Dickson
Mr Paul Dixon

Ms Alexis Smith

Ms RhiarOwen

Ms Carolynne Gray
Ms Carissa Hwang
Ms Kaitanya Santos

New Zaland Language Centre
NZLC Aucklanc
NZLC Wellington

Marketfiogr

Student Services Coordinator

Student Services Assistant

Student Services Assistant / Young Learner Advisor

Academic Director
Academic Operations Manager
Exams Manager / Evaluation Coordinator
Academic Assistant
Senior Teacher / CELTA Trainer
Senior Teacher
Senior Teacher
Senior Teacher

Who can you talk to at NZLC Auckland?

Course choices

Students Services team or Pete and Michelle

Extending your course

Student Services team

Course/class problems

Your teacher first, then Michelle, Alexis or Pete
(Academic Department)

Going on to university or college

Student Services team

Visas Student Sevices team
Homestay / NZLC Accommodation Jenny or Meagan (Accommodation Department)
Activities Emma (Student Services Department)

Auckland information

Student Services team

Feeling physically or mentally unwell Student Services team

Booking/chaging air tickets

Student Services team

NZQA Code of Practice

Stuart (School Principal)

Information about contracts, refunds, cancelling | Student Services team

Information about school facilities / workshops e| Student Services team

NZLC Wellingin

Management:
Luke Parker

Academic:
Ms Ana Tomari
Ms Renee Corlett

Enrolments:
Mr Alwyn Jong

NZLC Wellington Principal

Academic Coordinator
Senior Teacher

Enrolments Coordinator

11
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Student Services / Accommodation:

Ms Lenka Sladkova Student Senges Officer / Accommodation Assistant
Ms Freya Paddison Homestay / Student Services Officer
Ms Mikako Kimura Student Services / Admin Assistant

Who can you talk to at NZLC Wellington?

Course choices Your teacher, Ana or Renee
Extending your course Alwyn, Lenka or Mikako
Course/class problems Your teacher first, then Ana
Going on to university or college Ana or Renee

Visas Alwyn, Lenka or Mikako
Homestay / NZLC Accommodation Freya or Lenka

Activities Mikako

Wellington information Student Serices team
Feeling physically or mentally unwell Student Services team
Booking/changing air tickets Student Services team
NZQA Code of Practice Luke (School Principal)
Information about contracts, refunds, cancelling | Alwyn

Information about schodiacilities / workshops etc | Student Services team

Important: If you really need to talk to someone igour own languagewe can arrange this. Please ask one of
the team above to make an appointment for you. We will then contact one of our First Languedydsors.

We look forward to seeing yoat the receptionat any time!

School Rules

At NZLC we want you, your classmadasd your teachers to have an enjoyatdedrewarding learning
experience. This is why we have a few simple rules for you to falldheiclassroonand around the

school
1. Attend all your classes
2. Speakenglishas much as possible
3. Come to your classem time. Students who are more than 15 minutes late must wait until the
next break before entering the class
4. Do not leave anyaluableitems around the school
5. Put yourrubbishinto the bins provided and help keep the schol@dan
6. No smokingn the building (including toilets, fire exits, lifts, and foyer)
7. Bepolite and respectful at all times to your classmates, teacher and other Nd€nss and

staff
8. Do notsleepduring your lesson
9. Using youmphone in classs only permitted if it relates to the lesson
10. Do not eat neacomputer areasand keep caps on bottles
11. Inform the school when you have a new address, phone number, visa or icsucauer
12. Do not transfer or sell your course weeks to another student / person

12
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Behaviour Procedures

In your classroom, you will also find a copy of the above class rules that we expect you to follow in the
class and around the schodf you have any dabts or the behaviour of a classmate is upsetting you,
please talk to your teacher.

1. If you have not been following the school rules for two days or more or your behaviour is
seriously affecting other NZLC students or staff, your teacher or a StudenteSestaff
member will talk to you to remind you of the rules.

2. If your behaviour does not improve after a discussion with the above staff member, you may
be asked to have a meeting with your teacher and a Man&gen the Academic
Departmentor NZLC Stude Services staff member(s). You can bring a support person with
you at any stage during this meeting and during any of the following stages. For Young
Learner students or serious breaches of our school rules, your parents/guardians and / or
education consltants will also be informed of the situation.

3. If the above actions do not result in an improvement in your behaviour, you will be issued
with yourfirst written warning explaining our expectations. If there is still no improvement
in your behaviour, yowill be issued with decond written warningand any third parties,
(parents/guardians/education consultants) will be informed again.

4. If there is still no improvement after the above actions have been taken, you will be issued
with athird and final warning letter during a meetingvith the school Principal and the
Academic Director or Student Services Representative and your chosen support person.

5. In the case that your behaviour does not improve after ample warning and meetings and the
your behaviour iseriously disrupting other students or staff members, you may be expelled
from the school at the discretion of the school Principal. It is important to note that NZLC
follows the provisions provided by the Education Act 1989 and the Ministry of Educations
Guidance for schools on stafaidwns suspensions and terminations of enrolméntthe
case of an enrolment termination, you will be asked to leave immediately, without
entitlement to a refund. In addition, NZLC will report all student visa holders to ¢ve N
Zealand Immigration Services about the situation. Similarly, NZLC will notify your education
consultant/parent/guardian of the decision.

If there is some reason why you cannot follow the above outlined school or rules, please talk to your
teacher or tle Student Services team. It is important to note that NZLC staff will do their best to
support you and avoid the above steps escalating where possible. However, in very extreme cases,
the above steps may be escalated more quickly.

Attendance

Students age expected to attend 100% of their courses.

Attendance is marked per session and collated/recorded at the end of each week.

If you are going to be absent from a class or session, you must tell your NZLC school by calling before
class starts or leaving agssage on the school answer phone.

If you are absent or late to class a lot, you may be asked to write a letter to the NZLC Principal to
explain why your enrolment should not be terminated.

If your current attendance falls below 90%, your teacher wik giou a warning letter, (also sent to

your email),Attendance Letter Category.1You will be asked to acknowledge your responsibility to
improve your current attendance.

If your current attendance falls below 85%, you will receive a second warning kttendance

Letter Category 2.You will be reminded about your previous acknowledgement of your responsibility

to improve your current attendance without success. You may be asked to explain. You will then be
monitored by NZLC staff regarding your attende until we are satisfied there is improvement. NZLC
may also inform your educational consultant /parent/guardian of the current situation, and the
consequence in the event your current attendance falls lower. During this phase, if you miss 20% of
your dasses in one week, you will be asked to write a letter to the Principal explaining why your
enrolment should not be terminated.

If your current attendance falls below 80%, NZLC Student Services staff will send Attenalance

Letter Category 3and arrange a meeting with you. You may have to write a letter to the Principal

13
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explaining why your enrolment should not be terminated. The NZLC Principal will consider your
SELX IyFrdA2yS |yR LINBLI NS | GNAGGSY NBalLkrRgasS (2

important to note that Student Visa holders must meet the English New Zealand minimum
attendance requirement of 80%. Where this has not been achieved, both the % attendance and the
non-compliance statement will be clearly shown on your leaving certéicat

If your enrolment is terminated, you will be asked to leave immediately, without entitlement to a
refund. In addition, NZLC will report all student visa holders to the New Zealand Immigration Service
about the situation and your visa may be cancell&milarly, NZLC will notify your education
consultant/parent/guardian of the decision.

You can check your attendance whilst you are studying at NZLC. Please see NZLC Student Service staff.
If you require an official NZLC Attendance Certificate, pleas®Z C Student Services staff.

If there is some reason why you cannot follow the above outliaéendance rules, please talk to the
Student Services Team.

Course Terms and ConditionsProcedures

For more information about course cancellations and clesntp enrolments, please refer to the terms
and conditions on the back of tiéZLC Enrolment, Fees & Courses Form

Extending your Course

To extend your course, you must complete the below procedumeeksprior to your original finishing
date. (If youneed to extend your visa, you will need to start the processvéeeks prior to your original
finishing date).

Extension procedure:

1. Talk to one of our Student Services staff

2. Complete the NZLC Enrolment fomith full payment

3. Please apply for a visa/peitraccording to your course extension if necessary. Please arrange
insurance to cover your course extension if necesdéiyou need any assistance, please do not
hesitate to speak to one of our Student Services staff for help.

Holiday Requests during yo course(adult students:

You can take a 1 week of holiday per every 12 weeks il study and up to 4 weeks holiday per yea

of fulltime study without penalty. When you take a holiday and it is approved, this time will be added on
to your finishhg datesif the visa and insurance allows. Holidays must be taken in complete weeks and
approved in advance by NZLC.

To request a holiday, complete a Holiday Application Form and hand it to Student Sérwieeksbefore

you want to take your holidayf you do not inform NZLC 4 weeks in advance, you may not be given credit
towards your course. If you are going to be away from your homestay please talk to the Accommodation
Officer about this or refer to the homestay rules. If you are having a holiday frour homestay, the
Accommodation Officer will need to contact the host family to inform them.

ForYoung Learner Holiday Requestefer to the NZLC Young Learner Handbook.

Transferring to another NZLC Campus
NZLC currently has two schools in Newl&®d Auckland and Wellington.

Adult studentscan transfer to another NZLC campus for a transfer feég56f Youmust apply4 weeksin
advance have over 80% attendancand complete aTransfer Application format reception or the
student services office.If the positionor courseis not available at the requested time, you will be
informed and given the chance to &chedule. If you make second changes to your transfer after it has
been arranged, there will be a $50 penalty per change.
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Please notestudents who have a studenisa and wish to transfer more than 12 weeks will need to apply for a
Variation of Conditions.
Tuition and homestay fees outstanding will be transferred to the next school and vice ¥&k& Terms and
Conditions are recogniseas on the original signed enrolment form.

If youare aCity Linka G dzRSy Gz LJX SrasS aGrt1 G2 G4KS {GdzRSyd { SNBA
[ L bY ¢€durihg yair first week If you do not yet know your flight date preference, you need to let
the NZL&nrolment Officer know at least 4 weeks before your departure date.

This option must be nominated at the time of the initial enrolment. Minimum of four weeks prior
bookings is required to arrange air tickets. If you make any changes to your City ladklstiefore

the flight has been booked, there will be a fee of $65§ou make any changes to your schedafter

it has been booked, there will be a $50 penalty per change additional charges from the airline
company. If you want to take extra luggadpver the 20kg allowance), this will be at your own cost.
NZLC Terms and Conditions are recognised as on the original signed enrolment form.

2017Textbook Rental Fee Policy

General English/IELTS/Business English

¢SEGO2214& | NB LINE @isR B RlasF BING100 ¢ash depdsidzRKis/ defsit will be
refundedin full upon returning the textbook at the end of the course in an acceptable condition.

Please go to reception with your receipt and textbook during your last week.

If you do not réurn the textbook on time, you may not be entitled to get your deposit back. If you do not
return the book by Tuesday the week following your graduation, you are not entitled to get a refund for
the book.

Young Learners Courses/TOEIC/CELTA
No textbook @posit or material fees are required as these are included in the tuition fee

FCE/CAE/TESOL/TECSOL
A nonrefundable $100 fee is required to the textbook for these courses during enrolment. Students
keep their textbook.

2018 Textbook Rental Fee Policy

General English/IELTS/Business English

A $100 fee is requiredf the textbookand other materialsluring enrolment $50 of his deposit will
be refundedupon returning the textbook at the end of the course in an acceptable condition.

Young Learners Caes/TOEIC/CELTA
No textbook deposit or material fees are required as these are included in the tuition fee

FCE/CAE/TESOL/TECSOL
A nonrefundable $100 fee is requiredrfthe textbook for these courses during enrolment. Students
keep their textbook.

Graduation Certificate

All students get a certificate of achievement and a written report from their teaohdheir last day

of study.Student Visa holders must meet the English New Zealand minimum attendance requirement
of 80%. Where this has not been ashed, both the % attendance and the roampliance statement

will be clearly shown on the leaving certificate.

Health and Safety Procedures at NZLC

5dzS 2 bS¢g %SIHflyRQa t20FGA2Y YR SYy@ANRYYSyYyGz St NI
website has some good tips on how to prepare and react during the unfortunate event of a natural disaster:
www.getthru.govt.nz
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The school always tries to guarantee your safety while in the school. Here aegpsaatical guidelines:

If you feel unwell:Speak to the Reception or one of the Student Services staff. We have a First Aid kit
that can be used for small medical problems. For more serious problems, we can contact a doctor for you.
If you feel harased:In New Zealand it is illegal to harass other people. If anyone harasses you, please
contact one of the NZLC Student Service staff members or any member of staff immediately.

If there is a fire / natural disaster: There is a staff member assigned ¢ach floor who will direct
evacuation in the unlikely event of a fire, earthquake, or other natural disaster.

¢2 SyadcaNB ljdzhi Ol SO Odzt GA2yas GKS alOKz22f K2t Ra &LINI
Fft 26 GKS aidl ¥FHquckywaadsaidya Ay aid NHzOGA2Y

In your classroom, you can find a copy of the school map with the fire exits mapped out.
When you hear the alarm siren, make your way to the nearest emergency exit.
1. DO NOT use the elevators in an evacuation.
2. Use the internal stawell.
3. DO NOT bring your belongings with you.
4. DO NOT stand in front of the entrarcmove onto the footpaths in front of the buildings.
5. DO NOT carry drinks and lartgms with you down the stairs.

School Hazards:
If you noticed any kind of hazard aroutite school, (e.g. a broken window, loose door etc), please let
your teacher or another staff member know immediately.

NZLC Student Services

Friendly Staff

Our multtlingual Student Services Staff are always willing to help you with any questionsineggodir
course, accommodation, visa, further studies, travel in New Zealand or personal mBiteirsy your first
day, you will be introduced to the departments and relevant staff members.

Job Assistance Workshops

We can help you with CV writing andl interview techniques to help you find a job in New Zealand. We
run Job Preparation Workshopsery week in both NZLC Auckland and Wellingtbmwork in NZ, you
needa visa with a work permit. You cannot work on a Visitor Visa. For more information &bdking in
NZ and visas for work, please see the Immigration New Zealand website
www.newzealandnow.govt.nz/worln-nz

Fun Activities and Weekend Trips

You can never get bored with our vagetf FREE and paid weekday activities. There are also weekend

trips available so you can explore New Zealand.

Information about afterschool activities and weekend trips is posted on the school activities bl

have any questions or need help orgging a trip around New Zealand, please ask $helent Services

staff.

lfaz2 YIS adaNB &2dz WEA1SQ GKS b%[/ CIFOSo6221 LIIAS F2
https://www.facebook.com/NZL€131768686909941/timeline/

Great Facilities
Spacious student loungecomputers, kitchens and DV@& FREE to use for your comfort & convenience.

Internet / WI-FI

We have internet facilities available for current student uSthe use of iis is free and it is available
within school hours, buplease do not use the internet during class time unless it relates to your
lesson Please do not eat or drink around the computers, and please do not turn the computersskff.
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at Reception for theWi-Fi password. Remember internet in New Zealand can be slow and please no
downloading.

Students may be liable for the cost of all telephone, facsimile and internet costs incurred during the
home-stay period. Families may charge $8L5 per week for intaret.

Additional Services

Upon request, we can also arrange the following services as an option:
A Accommodation Assistance
A Work Experience Placement (Au Pair, Internships, Baays)

Feeling unwell / visiting doctors

If youfeeling unwell during your stlies, visit the Student Services Department and we will help you

Depending on the severity, we may recommend that you visit a pharmacy or we can help yoanbook

appointment at the doctorWe know good doctors who can help, and some of them can speak your
language¢t KA & 6SoaAidsS Oly |ftaz2 KStLI @2dz G2 FAYR I R20G2N
www.healthpoint.co.nz

Mental Wellbeing and Student Support
Sometimes students may feel homesick, stressed orvdlaeh they are away from home. If you are feeling
mentally unwell in anyway, talk to Student Services and we will help you find the support you need.

Visas

If you are planning to extend your visa after you arrive in NZ, you can also talk to Studecg<sStwi
general information.

During your Day 1 Orientation, you Wil introduced to the departments and relevant staff.
You will also be given your Student Handbook which has contact details for the above services
and further information.

Accommodaton Department

Homestay Changes
If you want to change, finish, extend or take a holiday from your homestay, you mustZe(C stafat

least 2 weeksin advancelf you are away from your homestay for 7 nights or more on an approved
holiday, you must paydif the usual rate.

For full details on homestay rules, terms and conditions please tefitre NZLC Homestay Manual

Finding a Flat / Renting in NZ

The following websites are useful places to look wkearching for a place to rent. When you arriverda
in NZ, talk to the Accommodation Department for more heipsand advice.

A www.trademe.co.nz/flatmatesvanted

www.accommodation.nz/com/haseshare

www.shareaccommodation.co.nz

www.nzflatmates.co.nz

Www.nz.easyroommate.com

> > > > >

Before signing or agreeingtoy @ G KAy 33X AGQa AYLERNIFYG GKIFIG @2dz dzy RSNA(
tenant. You can find some useful information hergvw.tenancy.govt.nz
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Living in New Zealand: General Information

Cost of kving in NZ

LGQAa AYLERNIFIYd GKIG @2dz dzyRSNEGFYR GKS O02aid 2F t AQJA
before you arrive Aguide to the Cost of Living MZ can be found on the Immigration NZ website

here:

www.nhewzealandnow.govt.nz/livinip-nz/moneytax/comparableliving-costs

Budgeting
This websitas very useful if you are going to plan a budget before you come to NZ:
Sorted.org.nzwww.//www.sorted.org.nz/lifeevents/studying

Banking

If you are staying in New Zealand for more than 12 weeks you should open a bank account. Most savings
accounts come with a plastic "cash dakhich you can use to access automatic teller machines (ATMs)

24 hours a day to withdraw and deposit money. All the major banks are located close to NZLC: ANZ, ASB
and BNZThe NZLC student services can expidiat you need to open a bank account.

Posting Mall
Posting mail in NZ is an easy procégsu will be shown where the post office is on your first day during
orientation. Talk to student services for more information.

Phone Calls

Public telephones arouhthe city can be used with pigaid phore cards or credit cards. They can also be
used for emergency and free phone call numbers such as those starting with 0800 or 0508. If you want to
make a lot of overseas calls, you can buy special overseas discount cardsn&gazine shops,
supermarket orpetrol stations. You can make your calls from any phone and the cost per minute is very
reasonable.

Transport

NZLC Auckland host families are locatedd3mins away from school by public transport. Most NZLC
Wellington host families are about ZZBminsfrom the school. Talk to your host family or the

NZLC Student Services team about getting a public transport card and to find out if you are entitled to any
discounts.

Auckland transporthttps://at.govt.nz/

Wellington transport:http://www.metlink.org.nz/

Safety

New Zealand is one of the safest countries in the wbtdit is still important to be careful:

Do not carry large sums of cash

Do not leave your bag @ny persmal items unattended

If you lose your wallet or any of your property, contact the police and fill out a report

If you have to walk late at night, it is good to walk with a friend. Ask a staff member or homestay
family about areas of town which are nai good to walk through at night

I > > >

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 costmbtreatment. Full
details on entitlements to publicfunded health services are available through the Ministry of Health,
and can be viewed on their website atvw.moh.govt.nz

Accident Insuranc€ACC)

The Acident Compensation Corporation provides accident insurance for all New Zealand citizens,
residents and temporary visitors to New Zealand. If you go to the doctor for an accelated

injury, you must let the doctor or reception know and this way, ityntadst less. Please note that
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coverage is not guaranteed and you if have an accident, you may still be liable for all other medical
and related costs. Further information can be viewed on the ACC websitenatacc.co.nz

Relationships and Family Planning

Many students start relationships in New Zealand. If you need advice about family planning or want to
avoid pregnancy, contact the Family Planning Association. They are very helpful and have contacts with
overseas emmunities who can help with translation if you needwtvw.familyplanning.org.nz

International Student Identity Card (ISIC)

If you are studying for more than 3 months and are atfole student, you ca apply for an ISIC card. This
will give you student discounts on travel and many other services worldwide. Ask at reception for more
information.

Driving

Driving in New Zealand might be very different from driving in your country. If you are goieg docdgving

license in New Zealand, please ask the staff for advice and books to help you. You can also have a look at
these useful websites:

Information for Visiting Driverswww.nzta.govt.nz/safety/drivingafely/visitingdrivers

Drive Safewww.drivesafe.org.nz

Drinking

In New Zealand you must be 18 years old to buy alcohol. You must also be able to prove your age with

acceptah S LIK2(12 L®d5d ¢KAA& YSIya @2dzNJ LI dcardJ2 NI X bSg %S|
(applications available at NZLC reception). Photocopies and international driver licenses azeepted

at restaurants or bars.

Smoking
In New Zealand smoking in mgsiblic places is prohibited (including the school building). Smoking in all
restaurants and bars is prohibited.

Immigration

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

NZQA Code of Practice for the Pastoral Care of International Students

NZLC hasgreed to observe and be bound by the NZQA Code of Practice for the Pastoral Care of
International Students. Copies of the Code are available on request from this institution or from the
NZQA website avww.nzga.gov.nz
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NZLC Fee Protection

NZLC operates the following arrangement to protect student fees: all student fees are transferred
RANBOGte (2 Iy AYRSLISYRSYyG ¢NHzad ! O02dzyd ol a aLISOAT
the schoolbyt§é ¢ NHza(iSS 2y | RN} ¢ R2¢6y ol ara Fa GKS &aGdzRSy

NZLC Grievance & Complaint Procedures (Dispute Resolution)

If you have a complaint about any part of your study and NZLC additional services received, please follow
this procedure:

If your complaint is If your complaint is about an If your complaint is about
about your classes or NZLC service, e.g. NZLC facilities, your NZLC arranged
your teacher, talk to the an after-school activity, talk to accommodation or airport
Academic Department. Student Services. transfer, talk to the
Accommodation
Department.

1. An advisor from the correct department will try to help you to
find a solution and discuss the matter with any other parties
involved, e.g. teacher, homestay family.

Are you satisfied with the outcome?

2. The advisor will discuss the situation with the manager of the
relevant department and they will take whatever action they
consider appropriate. The advisor will meet with you to discuss the
suggested solution.

Are you satisfied with the outcome?

3. The advisor will arrange for you to have a meeting with the
NZLC principal. NZLC management will prepare a written reply
where necessary.

Are you satisfied with the outcome?

4. NZLCis a member of English New Zealand. If you feel that NZLC
has not helped you in solving your problem, you can contact
English New Zealand directly to ask for assistance.

English New Zealand ) ) )
PO Box 35283 Email: admin@englishnewzealand.co.nz

Christchurch 8640 Ph: 03 3861222

Are you satisfied with the outcome?

5. If you are still unsatisfied with the solution, you can contact the below authorities:

NZQA (breaches of the CoP) iStudent Complaints (money or contracts):
PO Box 160 Wellington, 60140 PO Box 2272, Wellington 6014

Ph: 0800 697 296 (free phone) Ph: 0800 00 66 75 (free phone)

Email: gadrisk@nzga.govt.nz OR Email: complaints@istudent.org.nz
Website: http://www.nzga.govt.nz/ Website: www.istudent.org.nz

A signed NZLC Enrolment Form constitutes a contract between the student and NZLC Ltd. Therefore
all Grievance & Complaint matters need to be directed in the first place to NZLC as per the above
procedures.

20



