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Welcome to NZLC!

You are about to have an exciting adventure here in New Zealand, and we are looking forward to having you here with
us!

Travelling abroad can also feel a little scary but do not worry, here at NZLC our job is to take care of you. We have
been welcoming Young Learners for over 30 years and we want to make sure you have an enjoyable, safe and
unforgettable study experience.

This handbook will introduce you to NZLC'’s procedures and rules that we expect you to follow during your studies.
Please read this handbook and the NZLC Pre-Departure Manual carefully. If you have any questions, let us know!

NZLC Staff

On your first day, you will be introduced to the Student Services team. You will have a Student Services Officer who
will be your main point of contact while studying at NZLC. You can talk to them at any time during your studies about
any questions, personal problems, or if you are feeling unwell, unhappy or unsafe. Don’t be shy! We are here to help
you!

First Language Support

First Language Support is available if you need to talk to someone in your own language. If NZLC does not have a staff
member that speaks your language, please let us know and we will arrange this for you.

Young Learner Rules
We have a few simple rules for you to follow to ensure you are safe and that your studies go smoothly:

Attend class every day.

No smoking or drinking alcohol.

No bad language or rude hand gestures.

No fighting at any time.

Be polite at homestay and school.

Come to school before 8.30am every day.

Go back home by 6pm every day.

Respect school property, listen to your teacher and follow their class rules.
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You are expected to follow these rules as well as the school rules found in your classroom, your Pre-departure Manual
and the Student Handbook. If you don't follow these rules, warning letters may be given for unacceptable behaviour
or poor attendance. In extreme cases, you may be sent back to your country. To avoid any problems, please follow the
rules carefully! (For more details about the Disciplinary & Termination Process in cases where these rules are not
followed, please refer to the NZLC Enrolment Form Terms & Conditions, the Pre-Departure Manual or speak to the
Student Service teams.)

Your First Day at NZLC

On your first day, you will have an orientation and school tour first before you join the course.

Please arrive at 8am and remember to bring the following:

e Your passport and valid NZ visa

e Copy of your medical and travel insurance certificate and policy in English which meets the insurance guidelines
set out in the NZQA The Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021
(the Code). (If NZLC has arranged your insurance, we will give you the policy documents during your first week)

e Your contact address and phone number while in New Zealand

e Pencils, pens and a notebook

e We also recommend bringing a reusable drink bottle to school

Stay Connected with WhatsApp

Before you travel to New Zealand, please download and install WhatsApp on your phone.

e You can use WhatsApp to contact our emergency number using the free Wi-Fi available at the airport if you need
help on arrival.

e We may also use WhatsApp to contact you during your stay if needed.

e If you cannot install WhatsApp in your home country (for example, in China), we can help you set it up once you
arrive in New Zealand.
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Weekly Schedule
General English/IELTS/Business English/YL GE HSP
Cambridge B2 First/C1 Advanced

8:30 - 10:00 (%0 min) Lesson A
10:00 - 10:15 (15 min) Break Young Learners English+Activities
10:15 - 11:15 (&0 min) Lesson A

I 8:30 - 10:00 [P0 min) Lesson A
11:15 - 12:00 (45 min) Break 1000 - 10015 (15 mind Break

5 L 1 mumj) rea

12:00 - 13:30 (90 min} — | 10:15 - 11:15 (60 min) Lesson A
13:30 - 13:45 (15 min) Break 11:15 - 12:15 (0 min) Break
14:00 - 15:00 (60 min) | Electives/Activities [optional) \_’.'I.Z:].i 15:15 (180 min) Activities )

Electives & Activities Sample Schedule (1400 - 1500 daity)

Monday Tuesday Wednesday Thursday Friday
. Electives Waorkshops Electives E Activities
Electives and Workshops (e.g, Power Speaking, (eg, Job, CV (g, Mews Clul, ‘-% Parties & Events, Sports,
(e.g. IRD/Bank/Kiwi access card) SLud',.r Suppart, TOEIC) Caurse Hﬁf'maf o Section) Pronunciation] MNa U'C.LL'L'I!EI:I'IEILHEI‘EE'?LECE ng,

Check www.nzlc.ac.nz/elective for the current Term'’s Elective and Activities Schedule

Welfare Reports

During your first day, the Student Services team will give you a First Week Welfare Report, to make sure you are feeling
safe and you understand the rules. We will also check if you know how to get home and that you have contacted your
parents. If you have any problems, we will help you. We will then update your parents and/or your Education
Consultant once we confirm the above.

Students studying 8 weeks or more:

The Student Services team will meet with you every 5 weeks to check how you are doing. Your teacher will also write
an Academic report about your progress in the class and this will be sent to you parents and/or your Education
Consultant every 5 weeks.

Attendance

e You are expected to attend 100% of your classes.

e |f you have a good reason to be late or absent, your host family, education consultant, designated caregiver or
parents must call us before 8.30am or leave a message on the answer phone.

e In special cases, you may be permitted to leave class earlier but only if you have a special reason and your
parents/education consultant have given prior permission to NZLC. Talk to Student Services.

e [f you feel sick or unhappy at school, come to the Student Services office and we will help you.

Staying out later than 6pm
If you want to stay out slightly later than 6pm, you need to let NZLC know, and we will check with your homestay or
caregiver. In all cases, you must be home by 9pm in summer and by 8pm in winter at the latest.

Procedure:
e Make a request to Student Services a minimum of 1 working day in advance.
e NZLC will confirm with your homestay/caregiver and let you know if the request has been approved or not.

Questions you will be asked:

1. Where are you going and what is the address?

2. Who will you be with?

3. What is the contact phone number of where you will be?

4. How will you go back to your home and what time will you return home?
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Staying away overnight
You are only allowed to stay away overnight when you stay with your parents/legal guardian, designated caregiver,
NZLC homestay family or another student living with an NZLC homestay family.

Procedure:

e Make a request to Student Services a minimum of 3 working days in advance.

e Ask your parents to send permission to NZLC a minimum of 3 working days in advance (can be by email).

e NZLC will confirm with your parent/legal guardian and let you know if the request has been approved or not.

Questions you will be asked:

Why do you want to stay away overnight?

What is the name of the family you will be staying with?

What is the address of where you will be staying?

What is the contact phone number of where you will be staying?
How wiill you go and come back to your home

When are you going and what time will you return home?

S N

Weekend Activity Option for Students 16yrs +

If you are interested in joining our weekend activities organised by NZLC's partner tour company, you must first get
permission from NZLC, then your parent/legal guardian must complete the permission form and send it back to NZLC
3 working days in advance.

Procedure:

e Make a request to Student Services a minimum of 3 working days in advance

e Ask your parents/legal guardian to complete the permission form and send it back to NZLC by email a minimum of
3 working dates in advance.

o NZLC will confirm with your parent/legal guardian and contact you if the request has been approved or not.

e NZLC will also notify your homestay family regarding your tour participation.

Questions you will be asked:

When and where do you want to go?

Who will you go with?

What time will you leave your home?

What time will you go back to your home?
What is the contact phone number?

How will you go and come back to your home?

ok whpe

Students under 16 years old may only join the weekend trips if they are going with parents / legal guardian or a
designated caregiver.
No student under 18 years-old can join any activities where alcohol is present.

Shortening your course
Your parents or legal guardian must send an email, (either directly or via your education consultant), to NZLC if you
want to shorten your course.

Holidays

Young Learners cannot go on holidays by themselves.

You may only take a holiday from your course if you are:

e Going back to your country

e Taking the holiday with your parents

e Taking a holiday with a designated supervisor, (e.g. family member)

Your parents or legal guardian must submit written permission to NZLC (either directly or through your Education
Consultant) at least 4 weeks before the holiday starts.

Questions you will be asked:

1. Why do you want to go on holiday?

2. What is the name of the family you will be staying with?
3. What is the address of where you will be staying?
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4. What is the contact phone number of where you will be staying?
5. How will you return to the place you are staying while studying at NZLC at the end of the holiday
6. What time and date will you return?

If you are taking any flights, NZLC also needs to receive your flight details, your airport transfer details and contact
details of designated caregivers or anyone else who you will be going on holiday with. If you are not going to be
accompanied by a family member or designated supervisor, you must take an NZLC-arranged transfer.

Public Transport

Your host family or designated caregiver will help you purchase a transport card before you start school.

In Auckland the AT HOP card (www.at.govt.nz) is used for buses, trains and ferries. Talk to Student Services on your
first day at NZLC to check if you can get a discount.

Keeping your money and belongings safe

We do not recommend that you carry big amounts of money or leave your bags, phone, wallet or any other personal
belongings unattended, including inside the school. If you would like NZLC to look after your money, you can talk to
the Student Services team and we can organise to keep your belongings in our school safe and distribute it to you as
needed.

New Zealand is generally a safe country but you should still be careful. In the NZLC Pre-Departure Manual, you will find
a Safety in NZ section. We will also go over general safety guidelines on your first day, including sun, water and road
safety in New Zealand.

Contact Information
Mon-Fri: 8.30am - 5:30pm (except public holidays)

NZLC Auckland +64(0)9 303 1962 Student Services: studentservices@nzlc.ac.nz
NZLC's after hours
NZLC After hours
021 180 6300
for urgent matters only NZLC WhatsApp link and QR code:

https://wa.me/+64211806300

Emergency Service 111 Police, Ambulance, Fire

Make sure you have these phone numbers on you at all times. You should also carry the following details with
you:

The address of where you are staying

The name and phone number of your homestay family/designated caregiver

Your parent’s contact details

Your NZLC student ID card that will be given to you on your first day

We will remind you about the information in this handbook during orientation on your first day. You can also find more
information in the NZLC Student Pre-Departure Manual (https://nzlc.ac.nz/downloads/).

Enjoy your NZLC experience and remember we are here to help you at any time!
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