Offers, Enrolment, Contract, and Insurance

This Offers, Enrolment, Contract, and Insurance section outlines how Ruawai College meets
the requirements of Code Outcome 15.

Ruawai College ensures that we meet Code requirements when we enrol international learners,
by following our policies and procedures for:

e international enrolment

e international offers

e international learner insurance

e international learner fees (including fee protection and refunds).


https://onslow.schooldocs.co.nz/12597.htm
https://onslow.schooldocs.co.nz/14851.htm
https://onslow.schooldocs.co.nz/14853.htm
https://onslow.schooldocs.co.nz/33308.htm
https://onslow.schooldocs.co.nz/15118.htm

International Enrolment

This policy outlines how Ruawai College meets the requirements of Code Outcome 15, clauses
62-64.

As required by the Code of Practice, we provide international learners and their families with
information to help them make an informed decision to enrol at our school, and we ensure the
enrolment contract is fair and reasonable.

Pre-enrolment

Pre-enrolment information may be provided in a variety of ways. See Marketing and
Promotion.

Before enrolling an international learner, we assess their suitability for our school and their
proposed living situation. See International Offers.

As required by the Code, we ensure the following information, as a minimum, is provided to the
parents of international learners before entering an enrolment contract:

e the most recent results of evaluations by education quality assurance agencies

e compliance notice disclosure (if applicable)

e the education provided and its outcome (such as a qualification, if applicable)

e refund conditions

e staffing, facilities, and resources (e.g. International Safety and Wellbeing,
International Learners at Risk or with Additional Needs)

e available services and support

e insurance and visa requirements

e the Code of Practice and the dispute resolution scheme

e full costs of the offer of place

e the learner's rights and obligations in relation to their schooling.

Enrolment

At enrolment, we send an invoice and an offer of place and collect all necessary information
and documentation from learners and their parents/caregivers to ensure that we can
appropriately support the learner and meet Code requirements.

Enrolment tasks include:

checking insurance, passport, and visa and taking copies of these for filing
checking the enrolment contract is complete (and signed)

receiving and receipting the full fee amount or deposit

enrolling the learner and updating ENROL with the learner's information


https://onslow.schooldocs.co.nz/12626.htm
https://onslow.schooldocs.co.nz/12626.htm
https://onslow.schooldocs.co.nz/14851.htm
https://onslow.schooldocs.co.nz/15118.htm
https://onslow.schooldocs.co.nz/12598.htm
https://onslow.schooldocs.co.nz/31013.htm
https://onslow.schooldocs.co.nz/46688.htm
https://onslow.schooldocs.co.nz/14853.htm
https://onslow.schooldocs.co.nz/14835.htm
https://onslow.schooldocs.co.nz/14851.htm
https://onslow.schooldocs.co.nz/14851.htm
https://onslow.schooldocs.co.nz/14853.htm
https://onslow.schooldocs.co.nz/14835.htm
https://onslow.schooldocs.co.nz/33308.htm

e arranging class placement, orientation, and support, and informing the learner
and their parents/caregivers about these.

Also see International Learner Personal Information.

Enrolment contract

The Code of Practice requires a signed written contract of enrolment between the school and
an international learner's parents or legal guardians (if the learner is under 18 years). Signed
contracts will be in English. A copy of the contract may be offered in the international learner's
first language to help learners and their families to fully understand their rights and obligations.

The Code specifies that the enrolment contract must be fair and reasonable and include:

e clear information about the beginning and end dates of enrolment (which align
with the signatory's pastoral care responsibilities)

e conditions for terminating the contract of enrolment
the circumstances under which the learner's conduct would be in breach of the
contract (including behaviour when the learner is not under the supervision of
the school)

e the types of disciplinary actions the school may take against the learner (other
than termination of contract of enrolment) and the processes the school follows
when taking such actions

e the processes the school follows when seeking to terminate the contract of
enrolment.

The disciplinary actions and enrolment termination processes for international learners may be
different from the rules for domestic students. We note where there are any differences. Our
disciplinary actions and termination processes are always in accordance with the principles of
natural justice.

The contract may also include the following as appropriate:

key conditions of enrolment
authorisation processes for occasions when the parent or legal guardian's
authorisation cannot be obtained

e the parent's obligation to keep the school informed of their up-to-date contact
details (home country/New Zealand)

e any accommodation requirements, limitations, or agreements (e.g. a designated
caregiver agreement)

e attendance policy and absence procedures and expectations (including holiday
information)

e an outline of the orientation programme

e the school fee protection and refunds policy

e the school concerns and complaints procedures

e information about withdrawal procedures


https://onslow.schooldocs.co.nz/14836.htm
https://onslow.schooldocs.co.nz/14088.htm
https://onslow.schooldocs.co.nz/27578.htm
https://onslow.schooldocs.co.nz/14837.htm
https://onslow.schooldocs.co.nz/12599.htm
https://onslow.schooldocs.co.nz/12634.htm
https://onslow.schooldocs.co.nz/14836.htm
https://onslow.schooldocs.co.nz/15118.htm
https://onslow.schooldocs.co.nz/14838.htm
https://onslow.schooldocs.co.nz/14837.htm

e declaration of medical or learning needs
e guidelines about possible supports and outcomes if learners are (or become) at
risk and have (or develop) additional learning needs.

See our school's Enrolment & Fee Information

Resources

e NZQA | Mana Tohu Matauranga o Aotearoa: International School Learner Profile


https://onslow.schooldocs.co.nz/31013.htm
https://onslow.schooldocs.co.nz/31013.htm
https://www.onslow.school.nz/enrolment/
https://www.nzqa.govt.nz/providers-partners/tertiary-and-international-learners-code/providers-signatories/resources-school/#heading2-6

International Offers

This policy outlines how Ruawai College meets the requirements of Code Outcome 15, Part 7,
clauses 60.e. and 61.

Ensuring our school is the right fit for a prospective international learner

An offer of place is based on an assessment of whether the teaching programme is appropriate
for the learner's expectations, English language proficiency, and academic capability. The
outcome of this assessment is recorded in the learner's file, and by making an offer of place the
school confirms "that they have assessed and are satisfied that the programme offered is
appropriate for the student's expectations, and that the student has the English language
proficiency and academic capability to succeed in that programme" - see Immigration New

Zealand
Our assessment of whether an offer of place should be made may include:

e interviewing learners and their parents, as appropriate (in person or by video

call, etc)

asking questions on the application/enrolment form

other information received through the enrolment process

testing and assessment in relevant skill areas

assessing English language proficiency (e.g. through academic transcript,

test/exam results, verified school reports, or references)

e checking the learner's academic record and attendance at other New Zealand
schools (if relevant).

Our school assesses English language proficiency and capability by requiring prospective
international learners to take an English test.

We emphasise to prospective international learners and their parents the importance of full
disclosure to ensure the learner receives appropriate care. This includes health information.
Non-disclosure can affect insurance.

We will advise learners, as appropriate, in writing:

if they will be required to take tests on arrival in New Zealand
of the standard that must be achieved through testing in New Zealand
if course placement, or placement at a particular level, is dependent on that
testing
e of the repercussions if they do not reach the required standard.

Providing information to international learners to support their decision to enrol


https://www.immigration.govt.nz/assist-migrants-and-students/assist-students/education-in-nz/making-an-offer-of-place
https://www.immigration.govt.nz/assist-migrants-and-students/assist-students/education-in-nz/making-an-offer-of-place
https://onslow.schooldocs.co.nz/12597.htm
https://onslow.schooldocs.co.nz/14853.htm

We provide international learners and their families with information to help them make an
informed decision to enrol at our school.

See Marketing and Promotion and International Enrolment.

Making an offer of place

An offer of place is sent to a learner and their family, or their agent, to support their visa
application for Immigration New Zealand. Fees may be paid before of after this, depending on
requirements.

Immigration New Zealand states that an offer of place must be signed and dated by a
representative of the school and must include:

education provider details

student information

length of study and other education details (e.g. student's start date, year level)
fee payment details

accommodation requirements

confirmation that the programme offered is appropriate for the student.

Also see Immigration Matters.

Resources

e Immigration New Zealand: Making an offer of place


https://onslow.schooldocs.co.nz/12626.htm
https://onslow.schooldocs.co.nz/12597.htm
https://onslow.schooldocs.co.nz/14835.htm
https://www.immigration.govt.nz/assist-migrants-and-students/assist-students/education-in-nz/making-an-offer-of-place

International Learner Fees

This policy outlines how Ruawai College meets the requirements of Code Outcome 15, clause 62.i.

Ruawai College provides international learners and their families with information about the
costs involved with study (e.g. fees, incidental costs, additional fees for optional activities)
before enrolment to ensure that full costs are disclosed.

Upon full or part payment of fees, the school issues a receipt that can be forwarded to
Immigration New Zealand in support of an application for a student visa.

See our fee information
Related topics

e International Offers
e International Learner Fee Protection and Refunds


https://www.immigration.govt.nz/assist-migrants-and-students/assist-students/education-in-nz/making-an-offer-of-place
https://www.onslow.school.nz/wp-content/uploads/2023/03/2024-fees-schedule-Final.pdf
https://onslow.schooldocs.co.nz/14851.htm
https://onslow.schooldocs.co.nz/15118.htm

International Learner Insurance

This policy outlines how Ruawai College meets the requirements of Code Outcome 15, clauses 62.1.g
and 65.

It is important that international learners get the right advice about insurance and have
insurance in place to protect them against significant financial costs arising from any incidents.
We provide learners and their families with information about insurance requirements before
entering into a contract.

e International school learners should purchase insurance before they leave their
home country.

e If the insurance is provided by a New Zealand company, policy details should be
provided in the learner’s first language where possible.

e If the insurance is provided by a company in the learner's home country, policy
details should be provided to the school in English. If an English version is not
provided, the parents can be asked to declare in writing that the insurance meets
Code requirements.

Our international director is responsible for ensuring that international learners have all
required insurance documentation (as listed under "Appropriate insurance" below).

Appropriate insurance

The Code of Practice specifies that signatories, as far as practicable, must ensure that all
international learners enrolled for two weeks or longer must have appropriate insurance that
covers travel and health. Assessment of insurance cover forms part of the offer of place
process and is clearly communicated to learners and their parents/guardians. Also see Why is
health insurance required?

Checking that insurance is appropriate

In addition to checking that learner insurance meets the minimum requirements as specified in
the Code, we:

e ask if the learner has any pre-existing conditions

e take steps to check if an additional premium can and should be paid if a
pre-existing condition is disclosed
advise learners (and their parents/guardians) of the limitations of their policy

e make learners (and their parents/guardians) aware that they will be responsible
for any costs not covered by insurance.


https://onslow.schooldocs.co.nz/14851.htm

Exclusions

A learner with an exclusion on their medical insurance for a pre-existing condition may be
enrolled at our discretion. In making this decision, we assess whether the learner will be
adequately supported and able to study. If we decide to enrol the learner, we ensure that:

e the learner and their parents/legal guardians are made aware they must cover
any costs arising from the excluded condition

e the learning programme is appropriate for the learner
the parents/legal guardian have provided written agreement about any decisions
affecting the learner

e the school still meets the standard Code requirements for international learners,
including taking all reasonable steps to protect learner safety and wellbeing.

Also see International Learners at Risk or with Additional Needs.

Recording and monitoring policy details

We take a copy of each international learner's insurance policies (thus retaining a record of the
insurer's name, the policy number, and the policy start and end dates) and keep this in the
learner's file. For each learner, Ruawai College monitors the expiry date of insurance policies,
and issues a reminder advising that policy renewal must be completed.

Resources

e NZQA | Mana Tohu Matauranga o Aotearoa: Insurance for international learners
e Ministry of Health | Manatd Hauora: Guide to eligibility for public health services
e ACC: Injuries we cover


https://onslow.schooldocs.co.nz/31013.htm
https://onslow.schooldocs.co.nz/14088.htm
https://www.nzqa.govt.nz/providers-partners/tertiary-and-international-learners-code/providers-signatories/resources-school/insurance-school/
https://www.tewhatuora.govt.nz/corporate-information/our-health-system/eligibility-for-publicly-funded-health-services/guide-to-eligibility-for-public-health-services
https://www.acc.co.nz/im-injured/injuries-we-cover/what-we-cover/
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