International Student Enrolment Form

	Personal Details

	Family Name
	

	First Name
	

	Home Address
	

	Country
	
	Nationality
	

	Date of Birth
	

	Age
	
	□ Male
      □ Female 

	Passport Number
	

	Email
	

	Home Phone
	
	Mobile
	

	High School or Tertiary Institute attended
	

	Do you require (Provider name) to assist with your homestay
	  □ Yes
  □ No 

	Do you require (Provider name) to organise your travel and medical insurance
	  □ Yes
  □ No

	Disability: The following information will help us improve services for students with disabilities. The information you supply is confidential. 

Do you live with the effects of significant injury, long term me(Provider name)l/physical illness or disability  ( Yes  ( No
If “Yes” please describe this disability__________________________________________________________________________________________________________________________
Do you have any pre-existing medical conditions that may affect your travel and Medical insurance ( Yes  (  No

If “Yes” please describe____________________________________________________________________________________

Do you have any allergies that may affect your ability to study in a rural environment (  Yes  (  No

If “Yes” please describe the allergy___________________________________________________________________________


	Course details (Tick the box of the course you wish to enrol in)

	□  NZ Certificate in…………………………….…


	□  NZ Certificate in ………………………………


	□ NZ Certificate in ………………………………


	Why are you interested in the above programme? (Reason)


	Proposed Course Start date: 


	Current English Language Level

	□     Beginner

□     Elementary 
        □     Pre-Intermediate

□     Advanced 
Or IELTS Level (State).............................
Other..............................



Enrolment conditions:

Travel & Medical Insurance
International students must have appropriate and current travel, health and medical insurance while studying in NZ from the date they arrive until the date they leave.  An approved travel, health and medical insurance plan can be viewed on www.scti.co.nz  (PROVIDER NAME) can help with obtaining Travel, Health and Medical insurance through ………………………………
If the students arrange their own they must provide a copy of their insurance policy in English on their first day or send us a copy by email.  The insurance policy must be from a reputable and established travel insurance company, with a credit rating no lower than A from “Standard and Poors,” or B+ from “AM Best”.  The insurer must provide emergency 24 hour / 7 day per week insurance cover.  The student must provide details of what the insurance covers and provide dates of the insurance cover.

Immigration NZ (INZ)

If you would like to study for three months or less, you need to apply for a Visitor or Student Visa.  If you are planning to study for longer than three months, you will need to apply for a Student Visa.  Full details of visa and permit requirements, advice on rights to employment in New Zealand while studying, and reporting requirements are available through the INZ and can be viewed on their website at http://www.immigration.govt.nz
Accommodation
Accommodation can be organised through (Provider name) a company specialising in student homestay accommodation.  If you would like (Name) to assist you with accommodation, then tick the box on the enrolment form.  (Provider name) is not responsible for accommodation placements and any issues arising must be discussed with (Name) management. email: ……………………….
Declaration of Understanding

I fully understand and will faithfully comply with the regulations of the (Provider name)
Declaration

The information I have supplied is true and correct. No information which could have a material bearing on my enrolment has been withheld, with this I acknowledge and understand that this information:

a) May be used for purposes relating to my enrolment as a student by members of the academic and administrative staff of the (Provider Name) (or any other PTE in New Zealand to which I may subsequently transfer);

b) Pursuant to Principle 11 of the Privacy Act 2020 I agree to the disclosure and use of the information on this form by the (Provider name) to authorised bodies in response to requests under the statutory authority:

c) That it may also be used for purposes external to the (Provider name), when it is in a statistical form or when it is not to my disadva(Provider name)ge for this to be done, and where disclosure is required to comply with the provisions of the Privacy Act 2020.
d) That I have the right to see and correct, if necessary, the information I have provided.
e) I have an obligation to advise the (Provider name)  if/when any of the personal information I have provided changes including a change to co(Provider name)ct details and residential address.

f) I have read and understand all parts of the Terms and Conditions of Enrolment Contract and understand that this forms a contract between myself and the (Provider name)
	

	Signed:






Date:

                         (By the student)


	Students under 18 years of age (Parent or Guardian must sign below)

	I accept full legal responsibility for the student while the student is NZ.  I accept the terms and conditions of enrolment.  I have read the The Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021.  https://www.nzqa.govt.nz/providers-partners/tertiary-and-international-learners-code/
I _______________________ (name) have received from (Provider name) or a registered agent, written, up to date information about the code
Full Name:

Address:                                                                                                                                      Country:

Telephone:

Signed:






Date:

                           (Signature of parent/guardian)



Terms and Conditions of Enrolment Contract

1. Enrolment Conditions

1.1
All enrolments are subject to the conditions set out in this document. This document forms a binding contract between the (Provider name) and students enrolled at (PROVIDER NAME). Enrolment at (PROVIDER NAME) constitutes full acceptance of the conditions laid out herein.

1.2
(PROVIDER NAME) reserves the right to refuse enrolment to any applicant in the interests of the welfare of the Academy, the applicant, or other students at the Academy.

1.3
Once an application for enrolment has been received and processed, the applicant 
will be sent an “Offer of Place” and an invoice for fees, including administrative and any accommodation fees. Enrolment is complete when the invoice has been paid in full.

1.4
The Offer of Place is valid for 14 days from date of issue and must be accepted by written notification. (PROVIDER NAME) may enrol students after the Offer has expired, but the Academy reserves the right to alter conditions of enrolment, including course start dates and fees.

1.5
Remittance of any part of the fees constitutes the student’s acceptance of the Offer of Place, and confirmation of enrolment.

1.6
The student is not entitled to tuition until the enrolment process has been completed.

1.7
If the student wishes to alter the agreed period of enrolment, written advice of the new dates must be provided to the Academy at least seven days before the original commencement date or the new commencement date, whichever is the sooner.

1.8
The student is responsible for arranging all visas and travel necessary to take up the enrolment. (PROVIDER NAME) can refer the student to a licensed immigration advisor or recruitment agent, if assistance is required.

1.9
The student must abide by Academy rules for the period of enrolment.

2. Course Curriculum

2.1
The Academy reserves the right to alter course arrangements and curriculum at any time. While all reasonable effort will be made to provide timely advice of changes to students, this may not always be possible.

3. Payment of Fees

3.1
Course fees must be paid within 21 days of invoice, at least five working days before commencement of the study programme, or immediately upon enrolment, whichever date is the soonest after acceptance into the Academy has been confirmed.

3.2
The first instalment of course fees shall include payment for the first three months of study, or for the entire enrolment period for courses shorter than three months.

3.3
Students must pay all administrative fees with the first instalment of course fees.

3.4
For enrolments longer than three months, ongoing payments must be made two weeks in advance for six-week periods.

3.5
Tuition fees for courses of three months or longer will be held in trust until seven days after commencement of study, except for $NZ500 or 10% of the total course fees paid, whichever is the lesser.

3.6
The fee schedule may be reviewed from time to time and changes in fees will take effect for existing students from the next scheduled payment.

3.7
All course and accommodation fees are calculated in complete weeks. For calculation purposes, part weeks are counted as complete weeks.

3.8
Accommodation fees shall be paid in accordance with the provisions of section 9 below.

3.9
Days when circumstances beyond the Academy’s control prevent normal operation (including, but not limited to, natural disaster and civil emergency) are considered as normal operating days.

3.10
Fees may be paid by telegraphic transfer, to the following bank account: (enter details)
4. Cancellation and Refund Policy

All cancellations must be made in writing.

Before commencement of the course:
4.1
 If enrolment is cancelled prior to the intended start date, the student will be entitled to a refund of all fees except enrolment fees.

After commencement of the course: Courses less than 5 weeks.
4.2 
If a student wishes to withdraw, they have can up until the end of the second day. (PROVIDER NAME) will refund the course fee only. Enrolment and Administration fees will not be refunded.

 After commencement of the course: For courses 5 weeks or more, but less than 3 months:
4.3
 If a student wishes to cancel further study within the first five days of the course, (PROVIDER NAME) will refund the course fees only. Enrolment and Administration fees will not be refunded.

4.4
After the first five days of the course, refunds will only be made at the exclusive discretion of the Academy's Director, if the student can prove extenuating circumstances necessitating the withdrawal.

After commencement of the course: Courses 3 months of duration or longer.
4.5 
If a student wishes to cancel further study within the first 10 days of the course, (PROVIDER NAME) will refund the course fees only. Enrolment and Administration fees will not be refunded.

4.6 
After the first 10 days of the course, refunds will only be made at the exclusive discretion of the Academy's Director, if the student can prove extenuating circumstances necessitating the withdrawal.

4.7
 If a student takes leave during the course for private reasons, no compensation by way of refund or course extension shall be given.

4.8 
If a student is enrolled in a course which is cancelled before the agreed start date, the student is entitled to a full refund of all fees, including administrative costs. The student may request a transfer to a different course without penalty and without incurring additional administrative costs.
5
Absence or Illness

5.1
Students are not eligible for fee refunds or reconsideration of enrolment terms on the basis of:

· Late arrival at the Academy without notification in accordance with section 1.7.

· Absence during the course without prior arrangement, in accordance with section 8

5.2
The commencement date of study will not be reconsidered, and extension of study will not be granted on the basis of any of the reasons outlined in clause 6.1.

5.3
If the student terminates the course of study after formal disciplinary action, the student is not entitled to any refund of fees.

5.4
Students absent from class for illness must provide a doctor’s certificate upon their return.

5.5
Illness is not a basis for an automatic refund of fees or extension of study.

5.6
A student may be granted an extension of study on the basis of illness. Granting of such an extension, and the length of the extension granted, is at the sole discretion of the Academy’s Director.

6.
Holidays

6.1
The Academy observes New Zealand statutory holidays.

6.2
Statutory holidays are considered as normal operating days.

7.
Leave of Absence

7.1
The student may apply to take up to two weeks’ leave within 24 weeks of study, with no 
penalty and no loss of course fees. Such holidays must be taken in blocks of complete weeks.

7.2
Course fees already paid for the holiday leave may be credited to additional week(s) as an extension of the current enrolment period. These fees will not be refunded or credited to another student.

7.3
Permission for such leave must be requested at least one week before the intended holiday commencement date.

7.4
Students wishing to take holidays under provisions of clause 8.1 for a period less than one week may apply for a full week’s holiday but may still attend class for up to two days during the period of arranged leave.

7.5
No refunds or extensions will be granted for unauthorised holidays taken outside the provisions of clauses 8.1 – 8.3.

7.6
No extensions of study can be granted for students exercising the provisions of clause 8.4.

7.7
Permission for holidays and granting of an extension of study is at the sole discretion of the Academy’s Director.

8.
Course Attendance and Behaviour

8.1
The student must attend all courses and arranged activities and complete all assigned coursework.

8.2
The student must behave considerately at all times, including when at the Academy, while on Academy activities or in any other situation where the student could be identified with the Academy.

8.3
The student must obey all laws of New Zealand, including full compliance with the terms and conditions of his/her permit to stay in New Zealand.

9.
Liability

9.1 
It is the student’s responsibility to ensure that he/she has adequate medical and travel insurance. The Academy cannot be held responsible for any sickness, injury, damage or loss suffered by the student within the Academy or while involved in Academy activities.

9.2
Students are recommended to obtain personal insurance cover as appropriate to protect their property for the duration of their stay in New Zealand.

10.
Grievances

10.1
If the student wishes to make a complaint against the Academy or its staff, the grievance should be first referred to the student’s tutor.  If the matter cannot be resolved, or if the student’s tutor is involved in the complaint, the matter should be referred to the ……………………….
10.2
The grievance may be referred to the …………………………. for settlement.

10.3
Matters which cannot be resolved within the Academy may be referred to the New Zealand Qualifications Authority (NZQA) by phone on 0800 697 296 or email qadrisk@nzqa.govt.nz
10.4
Or if it is a financial or contractual dispute, you can co(Provider name)ct iStudent Complaints by phone on 0800 00 66 75. More information is available on the iStudent Complaint’s website: www.istudent.org.nz/make-complaint
