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Welcome

Dear Student, m

Welcome to the Advanced Training Academy.

This Student Handbook gives you the information yeili need while you are studying at
Advanced Training Academy.

Management and staff at Advanced Training Acadenshwou every success with your
training and we are committed to supporting yootlghout your time with us. If you are unsure
about any of the information, do not hesitate tataot us. You can make an appointment at
Reception if you wish to see any staff memberaffStare available to assist you with academic
and/or personal matters and if necessary, canyeteto external counselling services.

Ask at Reception if you wish to speak to someongaour own language and the Administration
Officer will make an appointment for you. Staffe @vailable through out the day to ensure you get
the most out of your time at Advanced Training Asa.

Deryk Thompson
Chief Executive Officer

Mission Statement
Advanced Training Academy Ltd is committed to thhevsion of a holistic approach to quality
training and education opportunities, developeddeitvered for learners with the needs of industry
in mind.

Our Mission Purpose is to:
Build confidence and self-esteem in learners
Provide learners with a strong base of employmiaiis s
Prepare learners to obtain and retain employment
Support self-paced learning by delivering a miyEctical and theoretical activities

Our Goals and Obijectives are to:
- Provide an innovative and stimulating learning emwvment
Maintain a range of quality training programmeswekd by well-qualified, motivated
tutors
Meet the needs of individual learners with an agjig@gramme that supports them to reach
their full potential
Be inclusive and welcoming to all cultures




Introduction to Advanced Training Academy

Advanced Training Academy (ATA) is registered andradited by the New Zealand Qualifications
Authority (NZQA). The quality of ATA courses is gtanteed. ATA specialises in both National
Diploma and Certificate level qualifications antailthe ATA courses are externally moderated by
NZQA. We pride ourselves on meeting the learniegds of both domestic and international
students.

As one of the more successful private trainingl@staments in New Zealand, we pride ourselves
on meeting the learning needs of our students.offée computer and business administration, and
several trade training courses and have 2 campasesManukau City and one in Hamilton. The
prime purpose of ATA is to develop and deliver gms that provide training based on industry
needs and/or employment.

As one of the leading training institutions in Néaaland we...

provide a professional learning environment thagtsendividual needs,

offer a good mix of practical work and theory,

have modern and safe workshops with state-or-thiaailities and technology,

offer national and international qualifications,

have professional tutors with a high quality stadd# teaching skills and qualifications.

The Academy represents a number of special featuhés are a multicultural organisation with an
ability to communicate in a variety of languagesluding Te Reo Maori, Samoan, Cook Island,
Tongan, Arabic, Farsi, Chinese and Hindi as wekaglish. We are a member of the Microsoft IT
Academy Program ensuring that our students arengmgportunities to gain internationally
recognised qualifications. The Academy also hdsrmal and good relationship with higher
education providers and universities throughout N®aland. All inquiries should be made to the
Administration Officer at the campus that you adten

For further information go to www.ata.ac.nz or em#o@ata.ac.nz



ATA Course List

Youth Training for Domestic Students (Conditions Aly)

COURSE/QUALIFICATION DURATION INTAKES ! | LOCATION
Computer Assisted Learning Programme

National Certificate in Computing Level 2 & 48 Weeks January Manukau
National Certificate in Employment Skills Level 1

Employment, Technology Communication

National Certificate in Computing Level 2 & 48 weeks January Hamilton

National Certificate in Employment Skills Level !

Training Opportunities Programme for Domestic Stuadks (Conditions Apply)

COURSE/QUALIFICATION

DURATION

INTAKES !

LOCATION

Welding & Engineering

Units towards the National Certificate in
Mechanical Engineering Level 2 & 4711 Welding
Ticket, GMAW — MIG, MMAW - Stick, GTAW —
TIG, Oxyacetylene Welding and Oxyacetylene g
cutting plant

) 48 Weeks

as

January

Manukau

Furniture Making (Upholstery)

Units towards the National Certificate in Furnitur
(Level 2) with strands in Introductory Furniture
Finishing Skills, Introductory Furniture Making
Skills, and Introductory Upholstery Skills

e
48 weeks

January

Manukau

Automotive Mechanical

Units towards the National Certificate in Motor
Industry (Automotive Electrical Mechanical
Strand) Level 2

48 weeks

January

Manukau

Collision Repair

National Certificate in Motor Industry (Entry
Skills) (Level 2) with strands in Automotive
Electrical and Mechanical, and Collision Repair

48 weeks

January

Manukau

Business Admin & Computing
National Certificate in Business Admin &
Computing Level 2

48 weeks

January

Hamilton

Fee-Paying Courses for Domestic and Internationau@ients

COURSE/QUALIFICATION

DURATION

INTAKES

LOCATION

National Certificate in Computing Level 3

19 weeks

Flexible

Manukau

National Certificate in Computing Level 3

19 weeks

Flexible

Hamilton

National Diploma in Computing Level 5

43 weeks

February

Hamilton

! Or during the year if there is a vacancy.




Course Information

Our courses have been designed for domestic aahational students who wish to study English,
Computing and Business Administration in New ZedlanSee www.immigration.govt.nz for
requirements. On completion of any of the coutgher study options are available.

Students who come to New Zealand for twelve momthsnore can consider applying to a
university or to New Zealand Immigrations for Newafand permanent residency.

Course Information
Listed below is information about the courses weavjale to our international students.

National Certificate in Computing Level 3

Duration: 19 weeks (full time)

Quialifications: National Certificate in Computing Level 3

Day Classes: 9.00am to 3.30pm - Monday to Friday (or as peetable)
Campuses: 24 Garden Place, Level 2, Cnr Worley & Garden &|&tamilton

6A Jack Conway Ave, Manukau City

Entry Criteria:

No formal academic qualification is required; hoeeveasonable keyboard skills are preferred.
Students must be computer literate and have amesitén computer technical skills. Suitable
evidence of English language standard of IELTSo5.6quivalent should be demonstrated.

Course Summary:

The course is made up of 52 credits from the Nati@ualifications Framework (NZQA). The
units cover advanced Microsoft Office skills, mutiedia applications and problem solving to name
but a few. Upon completing the prescribed unitis, dertificate will place the student into an ever-
growing, challenging and interesting area of conmgut The student will also be prepared for
further studies for example, the National Diploma&iomputing Level 5.

Career Opportunities:

The course is designed to help those wanting amnmgdiate computer qualification to use either as
a stepping-stone to further IT training (i.e. Natb Diploma in Computing Level 5) or to enter
employment. Graduates could find employment inaheas of information technology, business
administration, office assistant/receptionist, degkpublishing and website/graphic design.

Fees:
The cost of this course for International studéntsZ$6,500.



National Diploma in Computing Level 5

Duration: 43 weeks (full time)

Quialifications: National Diploma in Computing Level 5

Day Classes: 9.00am to 3.30pm - Monday to Friday (or as peetable)
Campus: 24 Garden Place, Level 2, Cnr Worley & Gardend?laiamilton

Entry Criteria:
This course is suited to candidates who have adsdunowledge of computer hardware and
software. Students must be computer literate an fan interest in computer technical skills.
Suitable evidence of the English language standdrdELTS 5.0 or equivalent should be
demonstrated.

Course Summary:

The course is made up of 120 credits from the Mati®ualifications Framework and aims at
training students with quality information techngjoskills in the fields of computer support,
network support and user support. Upon compleaifdhe course, students will be able to assemble
and repair a personal computer and peripherals bendble to install networks and computer
operating systems. Students will also be prepfaretthe internationally recognised A+ exam.

Career Opportunities:

The course is especially designed for those wistonqgursue a career in the computer industry and
enables people to work in areas of computer sumpgrersonal computer repair. Students can get
additional industry certification or can move onftwther academic studies at a university degree
level.

Fees:
The cost of this course for International studénfsZ$13,650.

Automotive Mechanical

Duration: 48 weeks (full time)

Quialifications: Units toward the National Certificate in Motor lstry (Automotive Electrical
Mechanical Strand) Level 2

Day Classes: 9.00am to 3.30pm

Campus: 6A Jack Conway Ave, Manukau City

Entry Criteria:
No formal academic qualification is required; hoeeevidence of English language standard of
IELTS 5.0 or equivalent is required

Course Summary:

The course is designed for those who are unde@bedt a career in the automotive industry and
offers a pathway to either an apprenticeship intthde, or further studies at other tertiaries.e Th

course provides an overview of practical skillstiie automotive area. Students will also gain a
nationally recognised qualification and a strongwledge of communication and employment
skills.

Career Opportunities:

Students will gain credits towards a nationallyogaused course while developing their personal
goals and also an opportunity to explore the walege of career opportunities that are available
within the automotive industry.



Collision Repair

Duration: 48 weeks (full time)

Quialifications: National Certificate in Motor Industry (Entry Skj Level 2 with strands in
Automotive Electrical and Mechanical, and CollisRapair

Day Classes: 9.00am to 3.30pm

Campus: 6A Jack Conway Ave, Manukau City

Entry Criteria:
No formal academic qualification is required; hoeeevidence of English language standard of
IELTS 5.0 or equivalent is required

Course Summary:

The course provides an overview of the panel amalt redustry and can be used as a pathway to
either an apprenticeship in the trade or furthedists at other tertiaries. Students will gain teed
towards a nationally recognised qualification andteong knowledge of communication and
employment skills.

Career Opportunities:

The course provides opportunities for studentxfdage the wide range of career opportunities that
are available within the automotive body industng & develop their own personal goals under the
guidance of our experienced tutors.

Welding and Engineering

Duration: 48 weeks (full time)

Qualifications: Units towards the National Certificate in MechahiEngineering Level 2
4711 Welding Ticket, GMAW — MIG, MMAW - Stick, GTW — TIG,
Oxyacetylene Welding and Oxyacetylene gas cuttiagtp

Day Classes: 9.00am to 3.30pm

Campus: 6A Jack Conway Ave, Manukau City

Entry Criteria:
No formal academic qualification is required; hoeeevidence of English language standard of
IELTS 5.0 or equivalent is required

Course Summary

The course has been developed to encourage studestisdy for qualifications in engineering or

maintenance. Because the Engineering and Falomcetdustry requires skilled operators, process
workers and tradespeople, the course concentratdsuibding skills and knowledge that can be

applied to employment in this industry. These skiill also provide the necessary entry
requirements for other higher level courses. Sitgdevill also gain a strong knowledge of

communication and employment skills.

Career Opportunities:
Upon the completion of the course, graduates vaihgnternationally recognised certificates and
can enter into careers in manufacturing, mechaivades, fabrication trades and welding.



Furniture Making (Upholstery)

Duration: 48 weeks (full time)

Qualifications: Units towards the National Certificate in Furndukevel 2 with strands in
Introductory Furniture Finishing Skills, IntroducyoFurniture Making Skills,
and Introductory Upholstery Skills

Day Classes: 9.00am to 3.30pm

Campus: 6A Jack Conway Ave, Manukau City

Entry Criteria:
No formal academic qualification is required; hoereevidence of English language standard of
IELTS 5.0 or equivalent is required.

Course Summary:

The course is designed for people having a desiréedrn furniture restoration/recovery and
upholstery. The course provides a broad apprdaahhtelps students to develop general overall
skills through work and study. The qualified t@@re very keen to give back to the industry what
they have learnt as tradesmen. Students will ga@its towards the National Certificate in
Furniture Level 2 and a strong knowledge of commaitndon and employment skills.

Career Opportunities

The course will lead to employment for people ia thrniture and upholstery industries. It also
delivers practical upholstery skills and knowledggyeople wishing to start their own home based
business.
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Fees Information

Tuition Fees and Costs

The fees below are current as at the time of pregdnis manual and could be subject to change.
Please contact ATA to confirm the fees or to find ibthere have been any changes. The fees
guoted are for International Students, the cottidse with permanent residency status is available
on request.

Course Duration Fee (NZ $
National Certificate in Computing Level 3 19 weeks $ 6,500
National Diploma in Computing Level 5 40 weeks $66B
ESOL (Elementary or Intermediate) 24 weeks $ @,80
Welding/Engineering, Automotive Options, Upholstery 48 weeks $ 13,000

Tuition Fees include:

Tuition fees for your selected course

GST (New Zealand government imposed goods andcesriax of 12.5%)

Advanced Training Academy Ltd Certificate (Thisaarned by successfully completing a
course)

The use of audio, electronic and learning equipnoenthe course and during self directed
study time on campus.

Access to all institute facilities and equipmentidg institute hours or by arrangement with
the teacher in charge after class hours.

Processing, recording and reporting of student sgssent results to the National
Qualifications Authority for registration on the tianal Qualification Framework

Registration or ‘hook on’ to National QualificatiGimamework

Personal expenses not included in the tuition feese:

Immigration and visa fees including visa changes

Pens, pencils and coloured pencils

Airport pick up (if required @ $60.00)

Accommodation fees

Travel and Medical insurance fees

External examination fees (e.g. IELTS examinatign$245)
External certificates and/or diploma

Optional activities after class hours

Payment

All the tuition fees shall be credited into thestraccount of the Academgdcount number: 02-
0536-030586501held by:

Public Trust — Fee Protect (for Advanced Training Academy)
PO Box 31543
Lower Hutt, Wellington

On enrolment an invoice will be provided for youition fees. A personal/bank cheque should be
made out to and deposited in the trust accourgast Iseven days before the start of the programme.
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After paying your tuition fees, a receipt of turiifee payment is issued. If you need to extend your
student visa, this can be done two weeks prioh¢ostart of semester through the reception. Once
you have paid your fees, you can get your Studeidrd.

If you are paying from outside New Zealand, an ingawill be sent to you. After banking your fees
into the Public Trust account, you must post or yaxr verification of payment (stamped bank
receipt) to the Academy. A receipt will be postedybu at the mailing address specified in your
initial application. A letter is then sent to NZ rmgration verifying that you are enrolled on a
course and made payment; a copy of this is sepuuo

All tuition and personal expense fees invoiceddo ynust be paid by the due date. If you decide to
extend your course you will be billed for the aduial weeks and any other costs. If the invoice is
not paid by due date the Academy can advise the Realand Immigration Service and your visa
may be cancelled. If you move house in your homenttg prior to travelling to New Zealand you
must tell the Academy immediately. If we cannatte@t you to obtain payment, we can contact the
New Zealand Immigration Service and the normalltesuhis is your visa will be cancelled.

Change of Address / Contact Details

If you move house or change any of your contackildetwhile in New Zealand, youmnust
immediately notify the Academy’s reception/admirasdr of the details of the change so that your
student record can be changed.

Student Fee Protection

The Advanced Training Academy has adopted theviatig policy to protect the fees of students in
the event that the course that they are enrollexbases to be offered. The circumstances in which
this may occur include but are not limited to:

voluntary closure of PTE

voluntary withdrawal of course by PTE
regulatory closure of PTE

insolvency of PTE

withdrawal of accreditations

The Academy has an independently operated trusuatinto which student payments are placed
for a period of at least seven days from the staré of the student on the course. Only after this
period are funds released to the Academy.

ATA will apply to Public Trust on your behalf. Arpglication form is given to you and must be

signed by you. After you have signed, ATA will seti form to Public Trust. When the Public
Trust has received your signed application, thdlyset up your account.

Compulsory Insurance
It is compulsory for all international studentstédke out travel insurance that covers their course

fees. Where a student has not secured acceptaiente by the time of enrolment they will be
required to take out such insurance as part of émebdlment.

12



Accommodation
ATA does NOTarrange accommodation for international students.
There are many types of accommodation availabietéwnational students:

Student Halls of Residence

Most tertiary education institutions, have HallsR#sidence that are located a short walk from the
campus. Rooms are single or twin-share, with comahlaundry, lounge room and dining hall.
Meals are usually provided, and all dietary neetslie catered forAverage cost:Around

NZ$200 per week.

Homestay/Private Board

In New Zealand, 'Homestay' means you live withrailiain a residential house — usually with a
room of your own, where meals are provided. Homeatcommodation is an excellent way to
meet New Zealanders, and interact with people gliglm Average cost: Around NZ$180 per
week.

Flatting/Independent Accommodation

"Going Flatting" is the New Zealand term for reigtian apartment or house (flat). Flatting gives
you the flexibility to live with as many people ysu like — males or female®verage Cost:$70 -
$150 rent per week, plus expenses (food, elegtrisitone, water etc)

Please refer to the following websites for mor@iinfation on the types of accommodation and
assistance available to International Students:

http://www.fourcorners.co.nz/new-zealand/studempaumodation
http://www.homestaybooking.com/
http://www.studenthub.co.nz/Auckland/Internatiortatfnts.aspx
http://www.cab.org.nz/

http://www.dbh.govt.nz/
http://www.dbh.govt.nz/tenancy-tribunal
http://www.communitylaw.org.nz/

For any assistance, or any issues relating to igfesetbry accommodation that may have been
provided to you from another provider or accommmtafgency, please contact the designated
person as listed below:

Devika Muttu (Programmes Manager) Wiremu Bayliss (Hamilton Campus Manager)

Ph: 09 263 6527 Ph: 07 834 0007
Fax: 09 263 6526 Fax: 07 834 0407
Email: program.manager@ata.ac.nz Email: wiremu@ata.ac.nz

The Code Administrator (Ministry of Education)

Ph: 096325511
Fax: 09 632 9456
Email: info.code@minedu.govt.nz
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Enrolment Process for International Students

Being selected to enrol in the Courses

Initial selection will take place overseas in yamuntry of origin or at the Head Office of
Advanced Training Academy Ltd, Auckland.

You will complete an enrolment form for course ymish to attend. If you are under the age
of 20 your parents or guardian will need to congtée Enrolment form on your behalf.

If you meet the requirements for entry, a formatfé® a Place on the course’ will then be
given. Note: This ‘Offer of a Place’ is subjectEaglish Language proficiency testing upon
arrival in New Zealand.

You will pay the course fees which includes $5Qfistation fees.

You can then get the appropriate immigration doauateon in your country of origin

Formal enrolment will take place at the ATA Headi€&. A member of our staff will give
you a placement test, which includes interview/,onaitten, and listening tests to check
your English language proficiency. The results vad matched to the range of training
offered. Selection will be based on whether yoweh#éhe level of oral and written
competency to successfully complete your chosemseolf you do not meet the criteria to
get a place on the course the reasons will be imguldo you.

Your Enrolment Form contains various clauses wlygh must agree to prior to your enrolment
being finalised. One of the conditions is that yagyree to notify the Academy of your current
contact detail and address at all times — shouldfgibto do so your enrolment can be cancelled.

New Zealand Immigration Requirements
Full details of visa and permit requirements, adwa rights to employment in New Zealand while

studying and reporting requirements are availabfeugh the New Zealand Immigration Service
(NZIS) and can be viewed on their website www.inmaign.govt.nz

The following must be completed to enable you towdly in New Zealand:
“Application to Study in New Zealand” form compldtand signed.
The application fee paid.
Your passport must be valid (until at least 3 menpiast the date you plan to leave New
Zealand).
A recent passport size photograph (for ATA Studbntard).
An “Offer of Place” at a New Zealand educationrairting academy.
Evidence of your financial support while in New Iead — this may be:
A completed “Financial Undertaking for a Student” forron www.immigration.govt.nz or
evidence of NZ$7,000 per year and provision foetamn ticket.

Short term students (under 36 weeks) may providkeeee of financial support which is the
same as a visitor to New Zealand see www.immigrafowvt.nz

You must also supply:

- Evidence that you have paid your course fees.
Evidence of a guarantee of accommodation.
A letter from the provider of the programme outligithe details of the programme.
Any other documents or information requested bisa/immigration officer.
Evidence of Health and Travel insurance

14



Visas

Upon arrival in New Zealand the Academy will chegur visa for validity; a copy is kept for
evidence on your personal file. If you do not haldalid visa or you terminate your enrolment prior

to commencement of your course the New Zealand gration Service (NZIS) will be notified
immediately.

Before you start the course you must:
Obtain appropriate immigration documentation.

Read the Student Handbook and Code of Practicénfernational Students and sign to state
you understand and accept the contents of the deism

Orientation

During the first week of your course orientatiokes place. You will be met by members of
management and tutors and introduced to staff, ettwdr, the facilities and the requirements for
training. Documents are signed and the Studentlbtzok is explained and agreed upon.

15



Course Related Information

If you begin a second course while studying in N&saland you may have already achieved unit
standards in your first course that are relevamihéosecond course. In this case you may not reeed t
be re-assessed these unit standards as they ntagdsecredited. This is known as ‘Recognition of
Prior Learning’ or RPL. Note that cross-creditatean only apply to unit standards or skills gained
in New Zealand and does NOT apply to skills or fications gained overseas.

Recognition of Prior Learning (RPL)

Recognition of prior learning (RPL) gives due reaitign to prior knowledge and skills and/or
previous qualifications.

RPL Principles:

- The student’s individual NZQA Record of Learning gssen recognition for qualifications
(Framework and non-framework) and unit standardtedi and may be used to meet entry
requirements or as credits towards a qualificabif@red by ATA.

RPL is available to students who have knowledge skilés that can be validated within the
accreditation scope of ATA.

The process should be fair, valid and consistent.

Support and guidance should be available througih@uRPL process.

RPL can be assessed from diverse sources of eedenc

The RPL is subject to the same principles and reqénts required under the assessment and
moderation policy.

RPL Procedure:

Student requests RPL service in writing to the Rrognes Manager and/or Campus
Manager (Hamilton Branch Only) for RPL service.

Student provides NZQA record of learning and evagenf non-framework qualifications
awarded and discusses with Programmes Manager ra@dimpus Manager (Hamilton
Branch Only) the area of prior learning that wil &issessed.

If the Programmes Manager and/or Campus Manageni{tém Branch Only) decides that
there is a viable opportunity to assess prior legrrthe student is referred to an appropriate
tutor to assess prior learning.

The tutor briefs the student on what evidencegsired to make a valid assessment.

The student presents to the tutor their portfofievadence.

The tutor assesses the evidence against the wmtlasd requirements and makes an
assessment decision.

The tutor may decide that there is not sufficientence available and conduct a challenge
assessment using an existing assessment.

The assessment decision is recorded and commuhiatiee student

The established systems of assessment, moderatioreporting apply.

Assessment appeals
If you disagree with a teacher's assessment of yauformance you may appeal the teacher’s

assessment decision. Simply follow the procedar€bmplaints /Grievances or Assessment Appeals
listed on page 21 and the Learner Assessment Afipeain Appendix B of this handbook.
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Copying or Plagiarism

Copying or Plagiarism is defined as ‘use of, ar@rdpresentation as one’s own, the ideas or writing
of another. This means, copying work from the iné&t, or someone else’s writing and NOT
referencing to the original writer in a clear mangti&e a footnote or bibliography).

As an example of the types of consequences thaiazam, a student at Polytechnic or University may
be instantly dismissed from the institution if tremg found to have copied another student’s wotk an
submitted it as their own.

The policy of Advanced Training Academy Ltd is tlegtch student should be able to accomplish
assessments must be their own work, unless theagking part in a group assignment. If students are
found to have copied assessments from anotherrgfutie consequences of those actions will be
determined by the Operations Manager.

In class, students may talk about work they haveedmd ask opinions about the work they are going
to submit. However, when doing assessments, stu@eatencouraged to work towards completing
the assessments with as little help as possible.

Assessment Corrections

Only tutors can correct details on assessmentsthitework is submitted. If corrections need to be
made, the students must complete the changes withrecified timeframe and resubmit the work for
marking by the tutor.

Support Information

Care of students while in New Zealand

The New Zealand government wishes to ensure irtierrad students living in New Zealand have
an enjoyable and worthwhile study experience. T®¢éhd, the Code of Practice for the Pastoral
Care of International Students’ has been published by the New Zealand Ministrfedtication.
A copy of a summary dhe Codeis provided with this handbook.

The Advanced Training Academy Ltd has agreed temesand be bound by the Code of Practice
for the Pastoral Care of International Studentdigliéd by the Minister of Education. Copies of the
Code are available on request from this institubofrom the New Zealand Ministry of Education
website at http://www.minedu.govt.nz/goto/interoatl

IMMIGRATION: "Full details of visa and permit reqements, advice on rights to employment in
New Zealand while studying, and reporting requiretaare available through the New Zealand
Immigration Service, and can be viewed on theirsitelat http://www.immigration.govt.nz"

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

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

MEDICAL AND TRAVEL INSURANCE: International studestmust have appropriate and current
medical and travel insurance while studying in Nésaland.

According to the Code of Practiamedical and travel insurance is compulsory for all
international students studying in New Zealand.

Generally, students should have combined travelnaedical insurance on one policy, but separate
policies are permitted. Where students have sepdravel and medical insurance policies, the
travel insurance policy should cover:

Loss of baggage and other personal effects
Accident and injury

Disruption to travel plans

Cost of medical care in any “stopover” countries.

When enrolling students who are already in New &i&@| they would be asked to show proof of
insurance prior to confirmation of enrolment.

Student Guidance and Support

The Student Services Officer and the Tutors willrkvarith you to meet any particular needs or
problems you may have. Should they be unable to yal, they will find someone who can. The
receptionist/administrator can arrange for youatk to someone in your language if you would feel
more comfortable. The following is a list of extal agencies you can use for support.

List of External Support Available in Auckland (area code: 09):

Adult Literacy Scheme (home teacher help), 55 Rdi&eet, Ponsonby Phone 376 8457

Chinese Lifeline Phone 522 2088
Chinese Christian Church of Auckland, 105 Vinceine& Phone 358 0661
Chinese Express Newspaper Phone 534 6789
Chinese News Phone 358 0735
Citizens’ Advice Bureau, 305 Queen Street Phorme33814
Community Law Office, Grey Lynn Centre, 449 RichrddRoad Phone 378 6085
CRISIS Mental Health Services Phone 366 4287 (24-hour)
Disabled Citizens’ Society, 421-423 Dominion Rd Btten Phone 638 8153
Domestic Violence Centre, 33 Wyndham Street Pl3233938
Family Planning Association, 5 Short Street Newraark Phone 522 0120

Fiji High Commission, 31 Pipitea St, Wellington Plec04 473 5401
Fiji Travel, 151 Victoria St Phone 914 4064
Housing New Zealand Corporation (all inquiries) R&®B00 739 717
Japanese Consulate General, Level 12, ASB Bank& &85 Albert Street

Japanese Christian Church Phone 623 0474
Korean Buddhist Society of NZ, 1244 Coatesville Rd Phone 412 6442
Korean Catholic Church Community, 28A Inverway AM&RKI Phone 620 2340
Korean Consulate, Toshiba House, 396 Queen St Pvhes18

Korean Society of NZ, 47 Customs St
Phone 309 6001

Legal Information Service, 52 Hepburn Street Fregsri2ay Phone 378 7444
NZ Income Support Service, 450 Queen Street PBDdB&00 or
0800559009
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NZ Immigration Service, 450 Queen Street PhoneZdDO

Odyssey House, 390 Mt Eden Rd Mt Eden Phone 828 0
Peoples Centre, 33 Wyndham Street Phone 302 2496
Relationship Services, 1 Robert Street Ellerslie Phone 525 1051
Police Station - Auckland Central Phone 261 1300
Student Loan inquiries (Permanent Residents andestconly) Phone 0800 377 774
New Zealand Qualifications Authority (NZQA) Phon@0D 697 296
Studylink Phone 0508 885 885
Your Help Line Phone 0800 376 633

Note: For the relative information in Hamilton, please refer to the "Hamilton Directory for
New Settlers” which is available either in our Hamiton campus or the Hamilton City Council
and Hamilton Library.
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Rules and Regulations of the Academy

Being on time

You are required to start class on time. If you goeng to be late, you are expected to inform
reception.

Attendance

A student on a student permit/visa cannot takeealbthat is not within the normal Academy

holiday periods.

If a student fails to attend classes regularly {(mum 80% attendance) or make satisfactory
progress, the Immigration Service will be notified.

Your Tutor or Student Services Officer will contau to discuss the reasons why you have
been absent and will assist you to continue yourss

Should the Tutor or Student Services Officer beblanéo contact you for more than one week,
documented discussions will be held by at least mweanbers of the management team who
will decide if external agencies need to be coethcegarding your welfare.

Students must attend at least 80% of classes twmvee@n attendance certificate and must
achieve 80% of the module criteria and/or unit déads in each of the main skill areas in each
level.

An attendance role is taken morning and afterncahahard copy and a computer record is
kept.

Disciplinary Procedures
If you:
- are disruptive or uncooperative while attendingdberse, a verbal warning will first be given.
fail to improve your behaviour; a written warnirggthen issued.
still persist with the offending conduct the Academay suspend or expel you at its discretion,
and NZIS will be advised.
use drugs or alcohol on the premises during cdupsies, or come to class under the influence
of drugs or alcohol, you will face disciplinary jpexlures and /or instant expulsion.
cause harm (being mental or physical) to any membstaff or other students while attending the
course, you will be suspended and/or expelled dipgion the seriousness of the incident.
break a New Zealand law, expulsion will be immesliaind NZIS will be advised.

Eating and Drinking

No eating or drinking (except water) during claisset Time is allocated throughout the day for
breaks; these times are displayed throughout #&@iges.

Alcohol

The legal age for drinking alcohol in New Zealasd 8. If you are under 18 you are not allowed to
enter a bar or nightclub, or purchase alcohol. ¥y be asked to show identification before you
enter a bar or club.

Smoking and Fire

In case of emergencies such as a fire you musiwathe instructions of your tutor. The Academy
is aNON SMOKING area. If you need to smoke please smoke outsalbuilding away from the
entrance doors. You must dispose of any cigarettts b suitable rubbish bins or receptacles, NOT
on the footpath. Smoking is banned in most bugdim New Zealand.
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Complaints Policies and Procedures

Internal and External Complaints Procedure

We know that you will enjoy your training with thecademy and we welcome any opportunity to
make improvements for our students. The Acadentiyheip you as much as possible, therefore if
something is wrong, please let us know and weemitleavour to put it right.

If you feel unhappy or have a problem with youotufirstly speak to them so that the issue can be
resolved. If you feel that you cannot talk to ydutor, you can speak to the CEO. Personal
grievances and problems with other students shmeil@gsolved outside training hours.

Complaints/Grievance/Appeals Procedure
If you have a complaint you will need to take tbiédwing procedure:

Step Responsibility

1. Students should bring any concerns/ problemstbrgte tutor| Tutor with support from the
who may respond immediately or consult with the Programmes Manager and/or
Programmes Manager and/or Campus Manager (Hamilt Campus Manager (Hamilton
campus only) to facilitate a solution that &@nnegotiated | Branch Only).
with the student. At any stage of the processthdent may
have a support person.

2. The Administrator may receive complaints only & tudent | Administrator with support
does not want to go directly to the tutor. ThevAdistrator | from the Programmes
may follow up the complaint immediately givirdue Manager and/or Campus
consideration to the student and the tutorcamsult with | Manager (Hamilton campus
the Programmes Manager and/or Campus Manager only) when needed.
(Hamilton campus only).

3. A copy of a file note describing the issue/concand the Tutor completes file note and

outcome should be kept in;
1) A branch file: Student complaints;
2) The individual file of student who made the qbamt;
3) A head office file: Student complaints.

appropriate filing completed

. If the issue/concern cannot be resolved @bIT or
Administrator level the student may submit in wrgito the
Programmes Manager either personally or via tiuelest

Programmes Manager with
support from the Director or
CEO/Operations Manager.

representative. This should be done within famrtél4)
days of the occurrence of the concern. The Progesn
Manager may deal with the issue immediately osatirwith
the CEO/Operations Manager or Management Team to
facilitate a solution that can be negotiated wiih student.

5. A copy of a file note describing the issue/concand the Programmes Manager
outcome should be kept in; completes file note and
1) individual file of student who made twmmplaint; | appropriate filing.
2) a head office file: Student complaints. Communicates to the
Director and the
The Programmes Manager should communicate to the | CEO/Operations Manager
Director and the CEO/Operations Manager thaureabf
all complaints and outcomes that are receivegriting.
6. The Programmes Manager will review all complaiots t Programmes Manager.
identify areas of improvement in annual courseawsi
carried out by Course Review Teams.
7. If the matter cannot be resolved internally theleti is able | The Student.

to contact NZQA directly at PO Box 160, Wellingtam,by
telephone on 0800 697 296. Website: www.nzqa.gpvt
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External Bodies
Students may contact the following agencies folcadv

The local Tertiary Education Commission (TEC) Gdfic

The local Work and Income (W & 1) Office or theia€e Manager

Ministry of Education (MOE), 45-47 Pipitea StreRQ Box 1666, Wellington

The Human Rights Commission (0800 4 YOUR RIGHTS)

OSH (Occupational Safety & Health), PO Box 63 Q#i@nukau, Phone 262 5300

Language Line — Free interpreting Service fAmharic, Arabic, Assyrian, Bengali,
Bosnian, Cantonese, Cook Island Maori, CroatiBari, Farsi, Gujarati, Hindi, Japanese,
Khmer, Korean, Kurdish, Lao, Mandarin, Maofmlyanmar, Niuean, Pashto, Punjabi,
Russian, Samoan, Serbian, Sinhalese, Somaimil,Tdhai, Tokelauan, Tongan, Tuvaluan,
Ukrainian, Urdu, and Vietnamese languages. i&em@vailable Monday- Friday 9am to 6pm.
To access the service, call or visit a particigatagency, ask for language line and your
language. An interpreter is usually on the lingim two minutes and will help.

List of participating agencies:

Accident Compensation COMMISSION ........cooeeiiiiiiiiiiiiaae e e 0800 10 19 96
COMMEICE COMIMISSION ..ceviiiiiiitiiiiee e e e et e ettt e e e e e e e e e e e e e e eaneeeaeaeeees 0800 94 36 00
Department of Internal Affairs
Office of EthNiC AffAIrS ......oooiiiiieii e 09 362 7981
Births, Deaths, and Marriages ..o e 0800 22 5252
(O] 17421 0151 011 o P URPURPPPPRPPPPTI 0800 22 5151
PaSSPOITS ..o e e 0800 22 5050
Department of Labour
Employment Relations SEerVICEe............... e eeeeeiiiiiiiiiiiiaaaeeeeeeeeeeeeeeeeiinees 0800 80 08 63
NeW IMMIgration SEIVICE .........iiiiiiie ettt eeeeeas 0508 55 88 55
Housing Corporation of New Zealand ..o 0800 80 16 01
Ministry of Economic Development
Electrical Workers LiCenSiNg GrOUP.........cemeeeuuriiieeeeeeeeeeeeeeeeeeiiinnnnnneeeas Q800 66 10 00
Insolvency and TruStEE SErVICE..........coiiiiiiiiiiiiiiiiiicee e eeees 0508 46 76 58
Measurement and Product Safety ServiCe. .. @62 77 74
Ministry of Consumer Affairs — Consumer LiNe ............oouvviiiiiiiiiiniieeeeeee, (049442750
New Zealand Companies OffiCe ...........oiicemmeemriiiiiee e 0508 26 67 26
Ministry of Social Development
NZ SUPEraNNUALION .....coeviiiiiiiiiii e ettt e e e e e e e e e e e eeeee e 0800 55 20 02
STUAY LINK et e e e e e eeearee 0800 88 99 00
WOIK @nd INCOME ....uuuiiiii et e e e enee e 0800 55 90 09
National POISONS CENIIE ........cooviiiiiiitcmmmmmm et eena e e e e e e e e e 0800 76 47 66
New Zealand POlICE ......oooiiiiii e Local Police Station
Tertiary Education Commission — English for Migant..............ccccoeveeiiiiiiiccinnnnn. 0887 65 69
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Withdrawal, Cessation of Enrolment and Refund Procdures

Withdrawal

Students will be withdrawn from the course if tlegg absent for more than two consecutive weeks
(fee-paying) or 5 consecutive days (fully funded)haut making contact or if they write a letter
requesting to be withdrawn. International studentsst maintain a minimum of 80% attendance
rate, failure to do so may mean that the studewitlsdrawn from the course and NZ Immigration
Service notified.

Refunds

Refunds are issued by the authorised independesies of the Academy and will be returned to the
student. All applications for refunds are writi@m the ‘Application for Refund’ form and must be
accompanied by the required supporting documemntatio

ATA adheres to the withdrawal and refunds policy forivate training enterprises
as per NZQA guidelines.

Student withdrawal

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

Under New Zealand law PTEs must allow every inteonal student enrolled in a course of less
than three months to withdraw from the course withicertain period, and refund a minimum
proportion of fees specified by the New ZealandI@ioations Authority (NZQA).

The Board of NZQA has approved, for courses ofougnd including four weeks and six days:

- Where an international student withdraws within tingt two days of the course the PTE may
keep up to 50 per cent of the full amount of anynpents made by the student to the PTE; and
must refund the balance to the student.

If two days constitutes the full amount of tuitipaid for by the student, the PTE may keep 100
per cent of the payment made for the course.

For courses of five weeks or more but less thagethmonths:
Where an international student withdraws within fingt five days of the course the PTE may
keep up to 25 per cent of the full amount of anynpents made by the student to the PTE for
the course; and must refund the balance to thestud

Students who withdraw before the course commendealso be subject to the above criteria.

That is, they will be entitled to a refund less amounts allowed to be retained by the PTE as

noted above.

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

For any student who has paid to attend a coursereé months or more, the PTE must ensure the
student's fees are paid into a trust, to be availfay refund if they withdraw within the first dig
days. If they withdraw within the first eight datyge full amount must be paid to the student less a
amount equal to the lower of the following amounts:

10 per cent of any amount paid; or

$500.
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Students who withdraw before the course commendebeventitled to a refund less any amounts

allowed to be retained by the PTE as noted above.

If a student is expelled from the course it is kelly that any fees will be refunded.

The following table and flow chart outline the nefis students are entitled to.

Student Withdrawals

Less than 3 months

3 months and greater|

Type of International Students Domestic Internat_ional and
student Students Domestic Students
Course _ _ (one day to
lenath (Less than five weeks) ||(Between five and 12 weeks) (ithree (13 weeks and greater)
9 months)
Withdrawal ||Up until |[From day ||Up until thg|From day six ||No set Up until  |[From day
period the end ofjthree end of the |jonwards withdrawal |the end of ||nine
the onwards |ffifth day of period theeighth |jonwards
second the course day of the
day of the course
course
Amount of |50 per Refund to ||75 per cent|Refund to be in||Refund to b¢|Full Refund to
refund centof |bein of total feeglaccordance within refund, be in
total fees ||accordance|paid the provider's |jaccordance||less admin|accordance
paid with the own refund with the costs of upjwith the
provider's policy provider's |to 10 per ||provider's
own refund own refund |[cent of anyjlown refund
policy policy amount  ||policy
paid or
$500
whichever
is the
lesser
Type of Any option acceptable to NZQA under the studentpiextection Standard |[|Any option
protection |Inolicy or "Static" ||acceptable
trust only |[to NZQA
(for under the
definitions||student fee
see the ||protection
student fegpolicy
protection
policy)
PTE withdrawal

NZQA requires that a PTE has arrangements in pitapeotect student fees in a ‘course closure
event'. A course closure event is defined as wheQAldetermines the PTE is no longer delivering
or capable of delivering the course for which shideare enrolled and the PTE's own refund
policies have failed. This includes students wheehenrolled but have not yet started the course.

Other circumstances that trigger student fee ptioieenechanism are:

Any other regulatory closure of a PTE or insolventy PTE
Withdrawal of accreditation or course approval B for other reasons.
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NZQA expects PTEs to have withdrawal and refundcpesd that cover both student and course or
PTE withdrawal. Therefore, in cases where a PTHntalily closes, or ceases to offer a course in
which students are enrolled, the PTE is expectedake a refund. If a refund is not made or able to
be made, NZQA will withdraw accreditation and/ogistration, which would then trigger the
student fee protection mechanism.

General Student Information

Student Identity Cards

At intervals during the year, ATA will organise tigsue of student Identity cards. Always carry
your student card with you. A student card is vesgful and can allow you to get discounts on
public transport, selective movie tickets and ottwerrist attractions. Be careful not to lose your
card as a replacement card will cost you a $5.

Visitors and Friends

Visitors and friends are welcome to enter the Aoaglafter teaching hours provided you make
arrangements with the Administration Officer. ¢fuy relatives or guardians wish to meet the staff,
please ask the Administration Officer to make apoapment within normal business hours.

Self-Directed Study

To help you get the most from your studies at tkademy, you are encouraged to undertake some
self-directed study. To help you with this, thea#lemy is available for you to continue your studies
in your own time after the scheduled teaching timd®aching staff will also be available for
answering questions and to help you access leamitlgy You may also have homework to
complete in the evenings. We will help you to m#ke best use of the internal and external library
and other resources.

Medical Problems

If you are too sick to come to the Academy, you wied to get a doctor’s certificate that verifies
that you are sick and says how many days you wikilbsent. Please ring the Academy and tell the
Administration Officer that you are ill and how nyatlays that you will not be attending. You will
need to bring the medical certificate with you wiyen return to class. If you do this you will be
recorded as sick, otherwise you will be recordedabsent and may not meet the attendance
requirements of the course.

The Asian Public Health Directory prepared by the Auckland Regional Public Healdnvise,
catalogues a list of organisations providing a eaofjhealth and counselling services for the Asian
community in Auckland region. The Directory is dahie at the reception of the Academy.

In a Medical Emergency, to call an ambulance, dial1l
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Valuables

Do not leave any of your valuable possessions éenAbademy unattended, they may be lost or
stolen. The Academy cannot take responsibilitytfiertheft or loss of your property.

ATA Telephone

Use of Academy telephones is not permitted withmidr approval by the Director of Studies. In
emergency situations please go to Reception ardthel receptionist the situation. Public
telephones are located close to the Academy andatepen coins or cards that can be purchased
from local stores.

Employment

Permission to Work

New Zealand now permits international students tokwi5 hours per week during the academic
year. In addition, students may also apply for arfation to Work™" permit, to work in the long
vacation from mid-November until late February.

Tax Number

You will need an IRD (Inland Revenue Departmemnt)rtamber in order to work in New Zealand if
permitted. An application is obtainable online at:
www.ird.govt.nz/library/publications/irdnumber.htmt by phoning 09 306 2011.
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Health, Safety and Emergency Procedures

Health and Safety

Display of Evacuation Notices
Notices will be displayed in the building explaigithe procedures and the exit routes to be
followed in an evacuation.

Trial Evacuations
To be conducted in educational buildings once shdarm, except when an emergency evacuation
has already taken place during that term.

Assembly Point
The evacuation assembly point is at the front eflitilding.

Hazards

If you see anything that you think is a hazard youst report it to reception immediately. The
receptionist will fill in a report form and infornthe Director of Studies who will take the
appropriate action.

First Aid Kits

First aid kits are kept at the Reception area efAbademy. If in doubt ask your teacher. If yoe @r
and need to leave class tell your teacher and wWikymake sure that you can get to a doctor if
necessary.

If you have an accident and the staff member ptasamable to treat the injury, arrangements will
be made for an ambulance or doctor to be calldtinéidents and hazards are to be reported to the
Director of Studies.

Safety Rules
All persons on Academy premises must observe ltbesifog safety rules:

Do not run around the Academy, only walking is pigied

Use hand rails if provided when coming up and dthenstairs
You are not allowed to drink alcohol on the prerise

If you spill something you must clean it up immedign

Fire and safety compliance
You are not allowed to smoke in any of the premises
You must not use any matches or fire lighting emqept within the premises
You must not tamper with fire extinguishers
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Emergency Procedures
The following procedures are to be followed in tiase of an emergency:

Fire and Explosion

Sound alarm
Initiate site emergency evacuation procedure, @alkervice (111)

Serious Injury

Call for assistance, Call ambulance (111)

If machinery is involved, stop machinery

Give appropriate first aid and comfort the person
Do not put others or self in unnecessary danger
Report situation to the Director of Studies

Bomb Threat

Stay calm and listen carefully to caller, write dowll that is said, ask the caller where the bosnb i
located

Call police (111), Act according to advice of pelic

If advised by police, instigate emergency evacugbian

Earthquake

Keep calm — allow time to think

Take cover — move quickly and quietly to the nelaaesa considered to be safe (e.g. shelter under a
table, in a strong doorway or in a corner away freimdows)

Keep away from glass doors or windows

Watch for falling debris and other overhead objects

Do not attempt to run outside

Do not attempt to use the phones. These may lmedde keep in touch with civil defence, police,
etc. After the earthquake, check anyone who suedaimuries. If it is felt that the premises can b
safely evacuated, the alarm should be sounded.stéffemember present should assess the damage.
It is their role to determine whether evacuationasessary.

Electrocution
Switch off the power supply
Follow “serious injury” procedure referred to above

Robbery

Co-operate with the robber

Remain calm

Take no personal risks

Observe (person’s features, height, build, clotlatw)
Call the police (111)

Notify management.

Gas Leak

Notify management, who will then notify gas engirsee
If necessary follow the fire and explosion procedset out above
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Internet Use Policy

This is an incredible resource for you but you néedise it wisely.The Internet was
founded on a philosophy of openness and free actessformation unimpeded by
censorship and government control. In today’s adcess to information and knowledge
is a valuable commodity.

The Internet provides this access but the free lamménsored nature means that you are
likely to come across material that is consideybpbctionable or offensive The important
point to note here is that whil@u may not be offended by the material on your screen it
may be offensive tother people.

You should also be aware that material that maybedfofficially” classed as objectionable
can still behighly offensive to some people and the responsibility for respgctther
peoples. This is very important and you shouldagvbe aware and sensitive to other users
in the lab.

Please be aware that we take intentional abusehisfresource very serioushand by
accepting the terms of use you are agreeihgt in the case of proven abugaur specific
details may not be made available for everyonedmment on

The Academy provides this resource for studentlagrpurposes and not for entertainment.
Students deemed to have abused this privilege neaychHarged for the downloaded

materials, and this may result in the withholdirigioits and or certificates until this account
is settled.

The final point is that you are using the Academpiecious resources that have been
provided to you primarily for educational purpodeswvever the breadth of the internet
encompasses information and activities that areapptopriate in a learning environment or
at worst may bdlegal under current New Zealand ldand may be punishable by fines or
imprisonment’this is a serious issue that should not be trdajbty.

29



30



AlA

(ATA’s Copy - To be placed in student file)

Learner's Name

This is to be carried out at Orientation for alwenrolled students. Make sure you read through
carefully and understand every point before siginig checklist.

First Aid Kit location and use explained

Accident Register explained

Fire Evacuation Procedure explained

Hazard Identification and Register explained

External Support Services explained

Contracts explained and signed
Terms and Conditions
Class Attendance Agreement

Two week observation period agreement

Handbook issued

Internet use policy explained & signed

Tutor’s Signature Learner’s Signature

Date Training Programme Name

31



AllA

(ATA’s Copy - To be placed in student file)

Learner’'s Name:

| agree to abide by the Policies, Procedures, Rafes Regulations of the Advanced Training
Academy.

| agree to be ready to start at the correct tirhuill advise the Administration Officer or a staff
member in advance or as soon as practical if | amggo be late or unable to attend.

| will be honest in my dealings with the other leans/students and with the teachers.

| fully understand that if | am absent from the iseuand do not comply with the requirements | will
accept the consequences as listed below:

| may be withdrawn from the course and Tertiary &dion Commission will be informed
which will result in my travel allowance being cafied.

Work and Income New Zealand (WINZ) will also beadmhed which could result in my
Training Benefit being cancelled.

| agree to commit myself to fully attend the tramiprogramme to the best of my ability and will
make every endeavour to gain employment or furtkdeication once | complete the course.

| agree to make a 100% commitment to follow andalny all Workshop Safety Procedures.

| agree to try hard to complete any assignmentsimoa and to work on them to the best of my
ability.

| will ask for 1 to 1 sessions when | need them.
| will try to be cooperative and sensitive to theeds of the teachers and other students.

| will cooperate with any "house keeping" rulestio¢ group and our training room (ie. doing my
own dishes, keeping the room clean, etc).

| have received a copy of the Student handbookhanéd read, understand and agree to abide by the
COURSE Training Rules.

Tutor’s Signature Learner’s Signature

Date Training Programme Name
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AlA

(ATA’s Copy - To be placed in student file)

Learner's Name

To ensure quality use of the Internet, we havebéisteed the following guidelines:

1. Prior to access to the Internet, you will be regdito receive basic training/information in
both its use and etiquette on the Internet (Netighe

2. Any information downloaded from the Internet must fdaced in a specific folder on the
network. Upon teacher approval, this informationyntiaen be saved to your file or an
approved disk. This requirement applies to anyrmggion from the Internet such as
computer software and video imag@dust be saved to the designated location)

3. Unauthorised downloading of information to studeisks.

4. Consequences for misuse/abuse of the InternetefiRiapg on the severity and context of
the situation, the disciplinary process may incladmbinations of the following
consequences.)

Verbal warning

Loss of credit for assignment

Loss of credit for the unit

Loss of privilege to use the Internet
Referral to manager for discipline

5. You may not allow other people to use your passwardl actively take steps to reduce the
opportunity for this to occur.

6. Do not blame the system administrator for the behaof the system users.

As educators, we are excited about allowing yoes&to the wealth of information on the Internet.
We also want to help you make correct choices dagarthe use of this tremendous resource. Feel
free to contact any computing tutor for furtherifieation on any questions you may have.

Please sign below indicating your willingness te dise Internet under the above guidelines. A
signed contract/ release form is also requiredet@i file prior to your navigation on the Internet.
Thank you!

Tutor’s Signature Learner’s Signature

Date Training Programme Name
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AlA

(Learner’s Copy)

Learner's Name

This is to be carried out at Orientation for alwenrolled students. Make sure you read through
carefully and understand every point before sigting checklist.

First Aid Kit location and use explained

Accident Register explained

Fire Evacuation Procedure explained

Hazard Identification and Register explained

External Support Services explained

Contracts explained and signed
Terms and Conditions
Class Attendance Agreement

Two week observation period agreement

Handbook issued

Internet use policy explained & signed

Tutor’s Signature Learner’s Signature

Date Training Programme Name
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(Learner’s Copy)

Learner's Name

| agree to abide by the Policies, Procedures, Rafes Regulations of the Advanced Training
Academy.

| agree to be ready to start at the correct tirhuill advise the Administration Officer or a staff
member in advance or as soon as practical if | aimggo be late or unable to attend.

| will be honest in my dealings with the other leens/students and with the teachers.

| fully understand that if | am absent from the iseuand do not comply with the requirements | will
accept the consequences as listed below:

| may be withdrawn from the course and Tertiary &dion Commission will be informed
which will result in my travel allowance being cafied.

Work and Income New Zealand (WINZ) will also beadmhed which could result in my
Training Benefit being cancelled.

| agree to commit myself to fully attend the tramiprogramme to the best of my ability and will
make every endeavour to gain employment or furtkdeication once | complete the course.

| agree to make a 100% commitment to follow andaly all Workshop Safety Procedures.

| agree to try hard to complete any assignmentsimoae and to work on them to the best of my
ability.

| will ask for 1 to 1 sessions when | need them.
| will try to be cooperative and sensitive to theeds of the teachers and other students.

| will cooperate with any "house keeping" rulestio¢ group and our training room (ie. doing my
own dishes, keeping the room clean, etc).

| have received a copy of the Student handbookhanéd read, understand and agree to abide by the
COURSE Training Rules.

Tutor’s Signature Learner’s Signature

Date Training Programme Name
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(Learner’s Copy)

Learner's Name

To ensure quality use of the Internet, we havebéisted the following guidelines:

1. Prior to access to the Internet, you will be regdito receive basic training/information in
both its use and etiquette on the Internet (Nettglie

2. Any information downloaded from the Internet must flaced in a specific folder on the
network. Upon teacher approval, this informationyntiaen be saved to your file or an
approved disk. This requirement applies to anyrmfgion from the Internet such as
computer software and video imag@dust be saved to the designated location)

3. Unauthorised downloading of information to studeisks.

4. Consequences for misuse/abuse of the Internetefidipg on the severity and context of
the situation, the disciplinary process may incladmbinations of the following
consequences.)

- Verbal warning

- Loss of credit for assignment

- Loss of credit for the unit

- Loss of privilege to use the Internet
- Referral to manager for discipline

5. You may not allow other people to use your passward actively take steps to reduce the
opportunity for this to occur.

6. Do not blame the system administrator for the bihaof the system users.

As educators, we are excited about allowing yoeseto the wealth of information on the Internet.
We also want to help you make correct choices dagarthe use of this tremendous resource. Feel
free to contact any computing tutor for furtherifieation on any questions you may have.

Please sign below indicating your willingness te tise Internet under the above guidelines. A
signed contract/ release form is also requiredet@ib file prior to your navigation on the Internet.
Thank you!

Tutor’s Signature Learner’s Signature

Date Training Programme Name
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Amount Deposited: (iN WOIAS) ......ciiiiieeeeeeee e erreesr s e e e e e e e e e e e e e e areaeen s
............................................................................ B s
Date ...cccceeeiiiiiieeeeeeeeees Signature

Bank: Bank of New Zealand

Bank Branch Name: North End Branch, Wellington, New Zealand

Bank Address: 100 Lambton Quay, Wellington, New Zealand

Bank Account Number: 02-0536-0305865-01

Trust Number: 7008325TR0O1

Bank Account Name: Public Trust, Wellington, New Zealand
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Website: www.ata.ac.nz

Email: info@ata.ac.nz

Date: GST No: 70836890
Invoice No:
Course:
Start date:
Tution fees:
TOTAL
Note:

Fees are due and payable o
Fees payable through Studyl

n receipt of invoice unless prior arrangements are made.
link will be banked by them into the Public Trust account.

If you are paying personnally, please bank into the following account:

Bank:

Bank Branch Name:
Bank Account Number:
Trust Number:

Bank Account Name:

Bank of New Zealand

North End Branch, Wellington, New Zealand
02-0536-0305865-01

7008325TRO1

PUBLIC TRUST, Wellington, New Zealand

Manukau Campus

6A Jack Conway Avenue
PO Box 14157

Manukau City 2104
Ph:(09) 263 6527
Fax:(09) 263 6526

Receipt:

Hamilton Campus

24 Garden Place
PO Box 9522
Hamilton 3204

Ph: (07) 834 0007
Fax: (07) 834 0407

Invoice Number:

Date:

Received from:

The sum of:

Being first installment paid towards the XXXXXXXXdTirse

Signature:
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Summary Code of Practice for the Pastoral Care ofriternational
Students

Introduction

When students from other countries come to studNew Zealand, it is important that those
students are well informed, safe, and properlycéoe

New Zealand educational providers have an imporesgonsibility for international students’
welfare.

This provides an overview of the "Code of Practarethe Pastoral Care of International Students"
(the Code), and provides a procedure that studant$ollow if they have concerns about their
treatment by a New Zealand educational providexgent of a provider.

What is the Code?

The Code is a document that provides a framewarkdovice delivery by educational providers
and their agents to international students. TheeGatis out the minimum standards of advice and
care that are expected of educational providers kgpect to international students. The Code
applies to pastoral care and provision of infororabnly, and not to academic standards.

Who does the Code apply to?
The Code applies to all education providers in Nealand with international students enrolled.
The Code is mandatory to these providers and neusigmed by them.

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

How can | get a copy of the Code?
You can request a copy of the Code from your Newlatel education provider. The Code is also
available online from www.minedu.govt.nz/goto/imtational.

How do | know if an education provider has signedhe Code?

The New Zealand Ministry of Education maintainggister of all signatories to the Code. This is
available online from www.minedu.govt.nz/goto/imtational. If the education provider that you are
seeking to enrol with is not a signatory to the €agbu will not be granted a permit from the New
Zealand Immigration Service and you will not beestal study at that institution.

What do | do if something goes wrong?

If you have concerns about your treatment by yoluication provider or by an agent of the

provider, the first thing you must do is contaa firincipal, the international student director, or
another person who has been identified to you eesne that you can approach about complaints
at your institution. The Code requires all instiias to have fair and equitable internal grievance
procedures for students and you need to go thrthege internal processes before you can take the
complaint any further. If your concerns are nsbieed by the internal grievance procedures, you
can contact the International Education Appeal Atitia (IEAA).

What is the International Education Appeal Authority (IEAA)?

The IEAA is an independent body established to d&al complaints from international students
about pastoral care aspects of advice and semgceg/ed from their education provider or the
provider's agents. The IEAA enforces the standarttse Code of Practice.
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How can | contact the IEAA?

You can write to the IEAA at:

International Education Appeal Authority
C/- Ministry of Education
Private Bag 92644
Symonds Street
Auckland 1150
Fax: (09) 632 9456
Phone: (09) 632 9513
Email: info.ieaa@minedu.govt.nz

What will the IEAA do?

The purpose of the IEAA is to adjudicate on comqkairom international students. The IEAA will
investigate complaints and determine if there leenta breach of the Code. The IEAA has the
power to impose sanctions on education providers dve committed a breach of the Code that is
not a serious breach. These sanctions includedar tor restitution, publication of the breach, and
/ or requiring that remedial action be undertaken.

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

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

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

What can the Review Panel do?

The Review Panel can remove or suspend an edugateider as a signatory to the Code,
meaning that the provider would be prevented fraking any more international students. Only the
IEAA can refer complaints to the Review Panel.

A summary of the Code of Practice for the PastoraCare of International Students
The Code sets standards for education providezagare that:

high professional standards are maintained

the recruitment of international students is uradegh in an ethical and responsible manner
information supplied to international studentsasmprehensive, accurate, and up-to-date
students are provided with information prior toeFirtg into any commitments

contractual dealings with international studenesa@nducted in an ethical and responsible
manner

the particular needs of international studentsecegnised
international students are in safe accommodation

all providers have fair and equitable internal gahares for the resolution of international
student grievances

Full details of what is covered can be found in@uoele itself.

The Code also establishes the IEAA and the Reviewe o receive and adjudicate on student
complaints.
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Support Services

Information on driving laws, licensing requirement&nd road traffic safety
(Section 15.3.2)

Students who are old enough to own or drive a car

The following advice and information is intended $tudents old enough to drive:
Students who will be in New Zealand for a reasoagllriod of time need to obtain a New
Zealand driver’s licence on their arrival in Newaland,;
Students who have their own car, should obtaiea#tlthird party insurance

Driving laws
Information about driving laws:
The New Zealand Police enforce New Zealand drilamgs and there are penalties such as fines,
licence disqualification or suspension, vehicle ampdment, and
imprisonment for breaking the driving laws.
The Give Way Rule in New Zealand is different, tisaigive way to traffic on your right.
Drivers must carry their licence whenever theydireing.
Under the Land Transport (Unauthorized Street arad)[Racing) Amendment Act 2003
Police can impound vehicles, at the owner’s expdios@perating the vehicle in a race or in
an unnecessary exhibition of speed or acceleratiocausing the vehicle to undergo a
sustained loss of traction (e.g. wheel spins)
There are parking laws in New Zealand. Parkingsaega sign-posted. Parking is not
allowed on yellow lines.
Most city parking requires drivers to pay and dagph receipt. Vehicles can be towed away,
at the expense of the owner, if they are parkedallly.

Drink driving:

- The amount of alcohol drivers under twenty yeadsawk legally allowed to drink before
driving is so small that it is safer not to drirtkadl. Driving while over the legal alcohol
limit is a criminal offence in New Zealand.

There are severe penalties, including licence dilfization and suspension and prison
terms for driving while over legal alcohol limit.

Speeding:
The maximum speed limit in New Zealand is 100krMbst urban streets have 50km/h
limits. Speed limits are well sign posted, and eary on the same stretch of road, so watch
for them. Drive to conditions- in poor visibilitynd bad weather it may be appropriate to
drive slower than the speed limit.

The requirement to wear safety belts:
Drivers and passengers are legally required to wearfety belt. There are fines for not
wearing safety belts.

Failure to give way at intersections:
Intersections are places where two or more roadssect or meet. Look for traffic wherever
it may come from and give way to your right. Rdfethe Road Code for more detailed
information, as New Zealand’s Give Way Rules arngjue.
Driving when you are tired or have not had enodgbscan affect your driving. Signs of
fatigue include finding it hard to focus, poor d#en-making, and slower reaction times.
Plan your trips so you have plenty of sleep bejoredrive. If you are driving and you feel
tired, stop driving and have a sleep, drink watezadfee, and circulate fresh air into the car.
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About what to do in case of an accident:

Driver

If in an accident, exchange details with other ei$vinvolved (name, telephone number,
address, type and colour of vehicle, vehicle regfisn number, insurance company).

If the accident is serious and/or the other drdemies fault, note down other factors such as
names of any witnesses, road names, if either pagycarrying passengers, the time of day,
the weather conditions.

If someone is injured or killed an accident it mistreported to the Police. If the Police do
not attend the accident, report it at the nearektéstation within 24 hours.

For emergency assistance at the scene of an ataidéri1ll and ask for the emergency
service required (e.g. Police, Fire or Ambulance).

In the case of a non-injury accident, a driverider must give his/her name and address, the
vehicle owner’'s name and address, and the regsirplate number of his/her vehicle to
other people involved in the accident.

If a non-injury accident results in damage to aoazupied vehicle or other property
belonging to someone else, this must be reportdtetowner of the property within 48
hours. The driver must give his/her name and addths registration plate number of
his/her vehicle, and the location of the acciderthe owner of the damaged vehicle or
property. In cases where the owner of the damagedaupied vehicle or property is
unknown or cannot be contacted, the accident mausgforted to the Police at the nearest
Police station within 60 hours.

licensing requirements

Drivers must have a current and valid New Zealanddps licence, International Driving
Permit, or overseas licence to drive a car in Nealand.

An international visitor can drive on an overseesrice for 12 months. After that they must
apply for a New Zealand driver licence. Drivers traegry their licence at all times when
driving.

To ride a motorbike in New Zealand you must getadarbike licence.

New Zealand has a Graduated Driver Licence Sysitwere are three stages: learner;
restricted; and full. Drivers must pass an offi¢est for each licence stage. A learner licence
allows you to learn to drive. If you hold a learfieence, you must be accompanied at all
times when driving by a supervisor (a person whid$iand has held a full licence for at
least two years). A restricted licence allows youaltive on your own between the hours of 5
am and 10 pm. If you wish to drive outside theserk you must be accompanied by a
supervisor.

If you hold a learner or restricted licence, yoaruat carry passengers unless you are
accompanied by a supervisor.

A full licence allows you to drive on your own aoarry passengers at any time.

Road traffic safety, including pedestrian and cychg safety
Road traffic safety characteristics of New Zealdnding:

Driving on the left hand side of the road
Be Careful on Coastal, mountain, country and tovaus
Be familiar with Roundabouts, Intersections and gédike a zip.

Pedestrian safety information:

Cars won't always stop for pedestrians

Use controlled crossing points (pedestrian crossipgdestrian traffic lights) where possible
Use the kerb drill to cross the road:

Find a safe place to cross
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Stop one step back from the kerb (practice thigalking to the kerb and taking one step
E;lg?and listen for traffic wherever it may comerfr (Look right, look left, look right
ﬁ%ﬁg]r)é is traffic coming wait until it has passéaen look and listen for traffic again.
Whgn there is no traffic coming walk quickly stiatigicross the road, looking each way for
J[Lrgif;'councils often have bylaws about where yauadiowed to use skateboards.

Cyclist's safety information:
Cyclists are required by law to wear a properlietit standards-approved bicycle helmet,
when riding a bicycle on a road. Cyclists shoudttron the road not on the footpath.

Passenger safety information:
- Drivers and passengers are legally required to segfaty belts and can be fined for not
wearing safety belts
Wait for the bus at the bus stop
Get on the bus carefully
Sit back in your seat quietly on the bus and ddistract the driver
Get off the bus carefully and wait until the bus klaiven away before crossing the road.

15.3.6 Information and advice on relevant New Zaat laws, including laws on the sale of
alcohol and tobacco products.

Legislation relevant to International Students unigs:
The Consumer Guarantees Act 1993, for informatlmyuaguarantees for goods and
services;
The Fair Trading Act 1986, for disclosure of congaimmformation relating to the supply of
goods and services, and product safety;
The Residential Tenancies Act 1987, for provisiaiating to accommodation;
The Human Rights Act 1993, for provisions on harass and discrimination;
The Sale of Liquor Act 1989, for information abdegal ages for purchase and consumption
of liquor;
The Motor Vehicle Dealers Act 1975, for provisiaeating to appropriate practices in the
sale of motor vehicles;
The Immigration Act 1987, for student responsilaitrelating to visas/permits;
The Disputes Tribunals Act 1988, for provisionstelg to small claims;
The Education Act 1989, for student rights and oesjbilities relating to education in New
Zealand;
The Smoke free Environments Act 1990, for the legg to sell and buy cigarettes, and
other provisions relating to the use of cigaresiied tobacco;
Ministries of Agriculture and Fisheries and Custamshe taking or importing of products.

Other Sources Of Information
Local Community Law Centres (contact details artheawhite pages of the telephone
book).
Citizens Advice Bureau

15.3.7 Information and advice on addressing harassmhand discrimination.
The Human Rights Act 1993 prescribes prohibitedigds of discrimination for the
purposes of that Act (Section 21), and discrimoratn the form of sexual and racial
harassment (Sections 62 and 63).
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The Harassment Act 1997 defines harassment fqruhmoses of that Act (Section 3).

The legislation can be viewed online at www.ledistagovt.nz

Suspected harassment or discrimination shoulduertexd to the Police and/or the Human
Rights Commission.

Making a Complaint about Harassment or Discriminain:

1. All concerns should first be brought to the deaied Pastoral Care person’s
attention.
2. If the designated Pastoral Care person cansolveethe issue the concern should be

submitted in writing to the Director of Studies it 14 days of the incident, either
by the student representative or privately.

3. The Director of Studies will then discuss witte tdesignated Pastoral Care person
and on your behalf talk to the Human Rights Comiorss
4, Alternatively, you can take the following stepdddge a complaint with the Human

Rights Commission:
You can call Infoline service (free phone 0800 496 &t7@mail:
infoline@hrc.co.nz ;
Make an online complaint on
http://www.hrc.co.nz/home/hrc/enquiriescomplaintdifiecomplaintsform.php
Or print out and fill in the complaint form
Or write to the Human Rights Commission, PO BoxXg A& ellesley St,
Auckland, New Zealand. Language line and sign laggunterpreter are
available.
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APPENDIX A

Required Textbooks & Resources

Student Timetable
Lab Rules







REQUIRED TEXTBOOKS AND RESOURCES

Stationery Resources
1 Large A4 Ringbinder
1 Set of Ring Binder Dividers
1 A4 Lined Refill
1 Pen

1 Floppy Disk

Textbooks

All books will be supplied by ATA for you to use vid studying. The books
remain the property of ATA and are to be returnedeoyou have completed the
unit. You will receive the books at the start atk unit. If you lose a textbook,
you will be expected to replace it at your own engee



COMPUTER LAB RULES

Be on time to your class sessions.
A tidy standard of dress in class is expected.

Lab hours are from 9am to 3:30pm.

Any printing for things other than class relategits will be charged for at
the rate of 10 cents per sheet.

You are not to write in the classroom manuals at- ahcluding pencil.
Manuals must not be taken out of the room withdt tutor's permission.
(Does not apply to manuals purchased by students.)

Do not tamper with the computers; this includes wloading and/or
installing software or programmes, which are nacpt on there by the staff
of ATA. lllegal software will be removed and youlreceive a warning.
All disks, CD-ROMs and DVDs from outside ATA mus¢ Bhown to tutors
before use.

Do not change any of the computer settings witlpeumission of the tutor.

Respect the equipment. The equipment belongs té&\. ATDamaged
equipment does not help you learn.

If at first you don't succeedead the manual and try agamthen ask for
help.

If you are away for any sessions it is your resgmolity to check what you
have missed. First check with other students.

When doing anythindijrst read all the instructionsarefully.

Labs may be used outside class times for workeelattivities, but only at the
discretion of the tutor.



APPENDIX B

Assessment Appeal Form
Trainee Complaint Form

Offer of Place Form







Ala

This form is to be used when you wish to contesigsessment result. It must be handed in to your
tutor within two weeks of receiving your assessmestlts. Further forms can be requested from
you tutor.

Name of the Learner:

Course Name:

Course Number:

NZQA ID Number:

Skill NZ ID Number: (if
applicable)

Name of the Assessor/Tutor:

Branch:

ITO Assessor Registered Number:
(if applicable)

BASIS OF APPEAL

Contested Assessment Unit
Standard Number:

Contested Assessment Unit
Standard Name:

Date of Assessment:

Reason for Appeal:

Learner’s Signature: Date of Appeal:

Assessor’'s/Tutor's Comments:







Learner's Name: ateD

What is the complaint: (please be specific)

Signature: Witness:
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1
Student: Please attach this document to your applicatiom fstudent visa/permit.

Visa/Immigration Officer: The student whose details follow has been offarptice at the
institute named above in a full-time course whiakets foreign student policy requirements.

Last Name: First Name (s):

Current Address:

Course/Programme Name:

Length of Course/Programme:(if longer than one year, please state minimum detigm
time)

Programme Start Date:

Year of Study: Type of Study:
1 2 3 4 5 Final year of study Full-time Part-time

Full International Student Fee

Fee amount for the complete course:

Fee amount paid:

The complete course:

Have agreed to pay in installments of:

Installment amount:

Signature: Date:

Name and Title of Responsible Officer:







APPENDIX C

Fire Evacuation Procedure

Notes




If the fire alarm sounds:
Follow the instructions given to you by the floocanden.

You will be directed to walk quietly, but quicklyubthrough the nearest fire exit. Take
only what you have on you. DO NOT return to argaarthat the floor warden has cleared.

Use the stairs, NOT THE LIFT, to get out of thel@ung.

ASSEMBLE in outside the building keeping clear loé tbuilding and the entrances. DO
NOT go to the shops or visit with friends passigg b

The floor warden will check their designated aréaspersonnel before they leave the
building.

Once out of the building, DO NOT attempt to re-eritee building. (Nothing inside is
worth risking your life for and professionals aneite to take care of things).

DO NOT leave the assembly area until the all degrven.

Dinw 111




Wiremu — Building Warden

Name

Name

Duty

Current Tenants

Kevin

Floor Warden

Name

Duty

Name

Duty

Amanda

Floor Warden

Matt

Floor Warden

Name

Duty

Deryk — Building Warden

Name

Duty

Devika

Area Warden

Amza

Area Warden

Name Duty Name Duty
Ranijit Area Warden Jasmine Area Warden
P . # 8
Name Duty Name Duty
William Area Warden Evelyn Area Warden

During Orientation you will be taken on a tour dietbuilding by your Tutor and shown all the
Emergency Evacuation Routes, locations of Fire AiarHoses and Extinguishers as well as the
Evacuation Assembly Point.

Please make sure you know where all of these are.







