
RUAWAI COLLEGE 
International Student Visa Monitoring Procedures 
 

Purpose​
Ruawai College ensures that every international learner enrolled at the school has the correct 
immigration status to study in New Zealand. The school monitors visa status before enrolment, 
during enrolment, and when enrolment ends, in line with the Education (Pastoral Care of 
Tertiary and International Learners) Code of Practice 2021 and Immigration New Zealand 
requirements. NZQA identifies visa monitoring, visa expiry, and reporting termination of 
enrolment as required supporting procedures for school signatories. 

Before enrolment 

Before an international learner is enrolled, the International Department will: 

1.​ Request a copy of the learner’s passport. 
2.​ Request a copy of the learner’s current visa or evidence of visa application, where 

applicable. 
3.​ Check that the learner is legally entitled to study in New Zealand. 
4.​ Ensure the visa conditions match the intended study at Ruawai College. 
5.​ Record passport and visa information in the international student file. 
6.​ Confirm that enrolment does not begin until the school is satisfied the learner has, or will 

have, the correct immigration status. 

Students and families are informed that visa conditions are set by Immigration New Zealand and 
may include conditions about study provider, programme, attendance, and length of stay. 
Immigration New Zealand states that temporary visas, including student visas, have conditions 
that explain what the visa holder is allowed to do. 

During enrolment 

The International Director, or delegated staff member, will maintain a visa register for all 
international learners. This register will include: 

 

Information monitored Responsibility 

Student full name International Department 

Passport number and expiry date International Department 
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Visa type International Department 

Visa start and expiry date International Department 

Visa conditions International Department 

Date checked International Department 

Follow-up actions required International Director 

Visa information will be reviewed: 

1.​ At the time of application and enrolment. 
2.​ At the beginning of each term. 
3.​ At least six weeks before a visa is due to expire. 
4.​ When the school becomes aware of any change in the learner’s circumstances. 
5.​ When enrolment is terminated, withdrawn, or transferred. 

If a visa is due to expire, the International Department will contact the student, parent or legal 
guardian, and agent where relevant, to remind them that a new visa or variation of conditions 
may be required. The school will not provide immigration advice, but will refer families to 
Immigration New Zealand or a licensed immigration adviser. 

Suspected or known visa issues 

If Ruawai College becomes aware that an international learner may not have the correct 
immigration status, the school will: 

1.​ Check the information held by the school. 
2.​ Contact the parent or legal guardian and agent, where appropriate. 
3.​ Request updated visa evidence. 
4.​ Seek clarification from Immigration New Zealand where appropriate. 
5.​ Record all actions taken. 
6.​ Consider whether the learner can continue attending while the matter is resolved. 
7.​ Report known or suspected breaches of visa conditions to Immigration New Zealand 

where required. 
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Ruawai College will take reasonable precautions and exercise due diligence to ensure 
international learners are entitled to undertake the education for which they are enrolled. 

Visa expiry 

If a student’s visa is close to expiry, the International Department will: 

1.​ Notify the student and parent or legal guardian before the visa expiry date. 
2.​ Request evidence that a new visa application has been submitted. 
3.​ Record the communication and evidence provided. 
4.​ Follow up until a new visa, interim visa, or other valid immigration status is confirmed. 
5.​ Escalate unresolved concerns to the Principal. 

If valid immigration status cannot be confirmed, the school will consider whether the student 
must stop attending until the matter is resolved. 

Records 

Ruawai College will keep records of: 

1.​ Passport and visa copies. 
2.​ Visa expiry dates and checks. 
3.​ Communications with students, parents, agents, and Immigration New Zealand. 
4.​ Evidence of follow-up actions. 
5.​ Reports made to Immigration New Zealand. 
6.​ Enrolment termination notifications. 

These records will be stored securely in the international student file and visa monitoring 
register. 

Responsibility 

The International Director is responsible for monitoring international learner visa status. The 
Principal has overall responsibility for ensuring Ruawai College meets its obligations as a Code 
signatory. The Board receives assurance through regular reporting on international learner 
compliance, including visa monitoring processes. 
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