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Heaton Normal Intermediate will enrol some international students each year.  Guidelines are provided to assist in considering and making application for enrolment. These are:

A. General Information

B. Fees

C. Annual Cost Structure

D. Enrolment Procedure

E. Refund Conditions

F. Accommodation

G. Important Information held by the School

H. Student Induction

I. Support for International Students

J. General Support 

K. Enrolment of International Students

A. General Information

All New Zealand children at a state school are entitled to a “free education”.  The Government funds state schools and teachers are paid by a Central Government pay service.

International students do not qualify for “free” education and are required to pay a fee.

B. Fees

The fee set by the Heaton Board of Trustees includes:

· The cost of employing extra staff

· ESOL (English lessons for children who have English as a second or other language)

· A portion of the school’s operations cost

· Administration

· A Crown Fee (a charge imposed by the government for the use of a state owned facility)

· Additional charges which include the annual cost to the school for being a signatory to the Code of Practice for the Pastoral Care of International Students and GST (Goods and Service Tax, a Government tax currently amounting to 15% of the annual fee).
Cost of regular tuition is $12,000 inclusive of GST per year.  This covers all standard curriculum tuition including Technology.  Children will need to pay additionally for stationery requirements, camps, class trips, optional external exams and performances that are extra to the regular curriculum and are paid by all children of the school. 

C. Annual Cost Structure

	Cost of tuition and all related course costs that are included in the “free” education of New Zealand residents.
	$ 10,434.78

	GST (15%)
	$   1,565.22

	TOTAL
	$12,000.00
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D. Enrolment Procedure

1. Applications can be made by the parents, enquiring from the school secretary or through the school website if there is a place available.  The school does not deal with commercial agents. 

2. If a place is available, the status of the applicant will be checked and verified by viewing and photocopying the relevant pages of their passport and that of the parent.

3. Applications must be made on the application forms provided in the information pack.  Information will be asked about health and special needs, including background for English as a Second Language.  The school secretary can provide guidance.

4. Application packs can be obtained through the school office or requested by emailing:
admin@heaton.ac.nz
5. Where a place is available, and the information provided indicates suitability, an interview will be arranged with the International Student Coordinator.  Applicants will need to be at a suitable age for Year 7 or 8.  Their health and intellectual abilities will need to be sufficient to warrant attendance in a regular intermediate school situation.  Parents may be required to pay extra tuition fees if, in the opinion of the school, the student needs special tuition or support different from the usual ESOL programme.

6. An offer of a place may be made where it is shown that an applicant meets the following conditions of acceptance.

· Has a New Zealand visitor permit or student permit (and is accompanied by a parent or designated caregiver).

· Is of an appropriate age and readiness to attend intermediate school.

· Will be living with his/her parents or with a designated caregiver who should be a near relative. 

· Preference will be given to applicants enrolling for a period of one year.  

· Contact with the parents will be made by the International Coordinator to establish emergency and communication linkages.

· The school must be satisfied that the child will be in a safe care situation during their stay.  

· Payment of the fee is made for the period of enrolment up to one year.  A student may not be enrolled for less than 3 calendar months.

· Prospective international students have appropriate and current health and travel insurance.  

7. Where a place is offered, the applicant must complete a school enrolment form, make payment, and the school will provide a letter of offer.
8. The applicant must apply within a week of receipt of the offer of place, to Immigration New Zealand for a student permit.  Only when this is provided to the school, endorsed with the school’s name, can he or she be enrolled and start.
9. If it is later revealed that a student was mistakenly enrolled through deliberate misinformation, the student will be required to leave.

E. Refund Conditions

1. Parents need to know that the payment of fees made upon the “offer of a place” is for the period stated.

2. The school does not refund fees after 10 weeks enrolment.  If during the 10 week period, exceptional circumstances apply, a refund may be negotiated. Application for a refund needs to be made in writing to the Principal. 
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3. Where a child does not take up enrolment in the school, a refund of all fees paid will be made with a deduction of $500 administration fees.  

4. Administration costs cover cost of enrolment and de-enrolment and include clerical, professional time and services such as provision of materials.

5. In the case of gross misconduct such as that which leads to suspension, the student’s entitlement to attend the school will be withdrawn.  This will warrant a refund of fees minus costs.

6. A refund will not be given where it has been shown that deliberate inaccurate information has caused the school to incorrectly enrol the child and the child has been required to leave.

F. Accommodation

To enrol at Heaton Normal Intermediate School, International Fee Paying Students must live in one of the following categories of accommodation:

· Live with their parent(s)

· Live with a designated caregiver who is a relative or close friend of the parents and whom the student has known in their home country.

· Live in a homestay arranged by the parent and approved by the school before the child takes up residence.

This information is to be held on record.

1. If a parent decides to have their child stay with a designated caregiver or in a homestay, parents will be asked to sign an indemnity document stating that parents take full responsibility for the placement of their child.

2. The School’s International Students’ Coordinator will visit the home twice a year to determine that living standards are acceptable and meet and establish communication with the caregiver.

3. The school must undertake a New Zealand Police Vet of all persons 18 or over (excluding other international students) resident in homestay households.

4. If the accommodation is unsuitable, the school has the right to refuse enrolment to the child.

5. Where enrolment occurs, the Liaison Officer will meet with the child at least once a term to confirm that the accommodation is suitable.

6. Parents must appoint a first language support person to support a child in a parent-arranged homestay.

7. The school will hold ongoing information for all residential caregivers and support persons including full name, current address and contact phone numbers, current occupation and relationship to the students.

8. Residential caregivers must be provided with information regarding their obligations in relation to the school. (A caregiver information pack is supplied by the school)

If your child has a change of address during his/her time at Heaton Normal Intermediate School, it is mandatory to notify the school immediately.

G. Important Information held by the School

At the time of enrolment, you will be asked for information about the health, needs and well being of your child.  This will assist in the placement of your child.

More comprehensive diagnostic testing, including an assessment of proficiency in English, will be conducted once your child has been placed in a class.

All information you provide will remain confidential.

Heaton Normal Intermediate School will hold current information required on the enrolment form, copies of the student’s passport and visa, parent/ designated caregiver’s passport and visa and the indemnity document when living with a designated caregiver or in a homestay.








               3

H. Student Orientation

1. Heaton provides a tour of the school for new students and a peer support child to look after new students to our school.
2. An orientation day is held for new students and their parents, prior to the beginning of their school year.

Parents and students both receive an information pack relevant to their roles. 
3. Students are assessed and supported by the teacher in charge of international students. Once English ability has been determined, students are placed into an English as a Second Language group where their specific needs can be catered for. 

I. Support for International Students

· If a child has concerns relating to his/her school, the International Student Coordinator, the first language support person, the Deputy Principal or the Principal will be available to help.

· If a child has difficulties adjusting to his/her new environment there are certain procedures to follow to get help (see sheet on “what to do if you have a problem”)

· The International Student Coordinator or her representative will meet with students four times a year to discuss their work, progress, social comfort and accommodation where appropriate.

· If you, as parents or the designated caregivers for your child, have concerns about any aspects of your child’s schooling, please follow the procedures outlined in the school’s policy on complaints.

· If you have a concern about a breach of the Code, advocacy procedures are outlined in the Summary of the Code of Practice for the Pastoral Care of International Students.  (Included with this information)

· If Heaton Normal Intermediate School is concerned that your child has been, or is likely to be, ill treated, harmed, abused or neglected, the school is obliged to notify the Child, Youth and Family service (CYF) or the New Zealand Police and follow the “Breaking the Cycle”, CYF reporting protocol.

· The Code of Conduct and expectations bind all students as set out in the schools prospectus.

· The Education Rules 1999 (stand-down, suspension, exclusion and expulsion) apply to all students, including International Students, enrolled at Heaton Normal Intermediate School and these rules must be complied with.

J. General Support

· Staff are supplied with support and training to meet the needs of international students.

· Measures are in place to promote the pastoral care of international students in accordance with the “Guidelines to support the Code of Practice for the Pastoral Care of International Students”.

· An information sheet providing details of traffic safety will be made available covering pedestrian and cycle safety in New Zealand.

· Sexuality education is provided as part of the health curriculum.

· Complaints procedures are available for viewing on display in the International Student Coordinator’s room.

· The school employs a first language support person who meets regularly with the children and who is available at any time to assist children and parents.

K. Enrolment of International Students

· CODE:  Heaton Normal Intermediate School has agreed to observe and be bound by the Code of Practice for the Pastoral Care of International Students published by the Minister of Education.  Copies of the Code are available from the New Zealand Ministry of Education website.  

http://www.minedu.govt.nz/educationSectors/InternationalEducation
· IMMIGRATION:  “Full details of immigration requirements, advice on rights to employment in New Zealand while studying and reporting requirements are available from Immigration New Zealand and can be viewed on their website at http://www.immigration.govt.nz
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· ELIGIBILITY FOR HEALTH SERVICES:  Most international students are not entitled to publicly funded health services while in New Zealand.  If you receive medical treatment during your visit, you may be liable for full costs of that treatment.  Full details on entitlements to publicly funded health services are available through the Ministry of Health and can be viewed on their website at http://www.moh.govt.nz
· ACCIDENT INSURANCE:  The Accident Compensation Corporation provides accident insurance for all New Zealand citizens, residents and temporary visitors in New Zealand but you may still be liable for all other medical and related costs.  Further information can be viewed on the ACC website at http://www.acc.co.nz
· MEDICAL AND TRAVEL INSURANCE

International students (including group students) must have appropriate and current medical and travel insurance while in New Zealand.

New Zealand Immigration Service will be informed when:

· Students complete the course for which they have been enrolled and return to their home country.

· Students choose to leave Heaton Normal Intermediate School to continue their study in another school in New Zealand.  

· Students fail to attend school on a regular basis.

Upon completing a Course of Study at Heaton Normal Intermediate School

· Students returning to their home country will receive a letter from the school to explain the course of study, or year of schooling completed - with an attendance percentage.

· Students who leave Heaton Normal Intermediate School to attend another school in New Zealand will have their records forwarded to the next school upon request from that school.  Their student permit needs to be changed by Immigration New Zealand if this happens.

5



	Check the Child’s Immigration Status

	Visitor’s Visa
	Student Visa
	Permanent Residence
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RATIONALE:

Heaton Normal Intermediate School may enrol students who do not have New Zealand residency.  These students are required to pay fees as they do not generate staffing from Ministry of Education funding. The Ministry of Education requires compliance with The Code of Practice for the Pastoral Care of International Students. Heaton Normal Intermediate School is a signatory of the Code and, as such, it will ensure that each student has a safe and supportive environment in which to learn.

OBJECTIVES:

1. To provide opportunities for students from different countries and cultures to enhance our school.

2. To give opportunities for students from different countries and cultures to study in the New Zealand Intermediate school system.

3. To ensure that pastoral care of International students complies with the Code of Practice guidelines.

GUIDELINES:

1. Heaton Normal Intermediate School will limit its number of International fee-paying students to a maximum of 25 students.

2. Enrolment and placement in a class level will be at the discretion of the Principal and International Student Coordinator and will be in accordance with the guidelines contained within Part 2 of the Code of Practice. The Principal has the right to cancel enrolment where it is found that deliberate misinformation has been given.

3. Fees received from International students will be used to provide tuition and resources for International students and financially assist Ministry funded NESB (Non English Speaking Background) students.

4. The fees will be set to cover Ministry fees, administrative costs, staffing resources and related incidental costs to enable high quality support as required by the Code. The fees will be reviewed by the Principal and the Board of Trustees as required.

5. A government levy per student will be paid to the government as required.

6. The Fee and Refund Policy will outline the procedure and circumstances in which a refund will be given.  

7. All International fee-paying enrolments must be in accordance with the school’s International Student Accommodation Procedure.
 
8. Classroom teachers and ESOL staff will work together to provide an English programme that will address the needs of each student. 

9. Cross-cultural training will be provided to staff as per the requirements of the Code of Practice.

10. Translators and first language support will be provided as required and as per the guidelines set out in Part 5 of the Code.

11. Any grievances will be dealt with in accordance with Part 7 of the Code of Practice. 

12. International Fee-paying students will comply with school policies, code of conduct, rules, New Zealand laws and be subject to the school’s disciplinary procedures. 
CONCLUSION

The school has an obligation to serve all children in the community and to help each child have an equal opportunity to learn and develop.  This procedure is to be read in conjunction with the Internal Grievance Procedure, Concerns and Complaints Procedure, Fee and Refund Policy, Accommodation Procedure and the Code of Practice for Pastoral Care of International Students and other related policies. 
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RATIONALE:

Heaton Normal Intermediate School undertakes to comply with the accommodation provisions set out in Part 6 of the Ministry of Education Code of Practice for the Pastoral Care of International Students document.

The only categories of accommodation that will be accepted by the School are:

· Living with a parent

· Living with a designated caregiver as per the definition outlined in The Code of Practice.

· Living in an approved home-stay situation.

OBJECTIVES:

1. To oversee that the living environment is suitable, conducive to study and provides a safe and supportive home life.
2. To involve the designated caregiver / home-stay caregiver in the welfare of the student who is away from family and country.
3. To assist the child to successfully integrate into school life and experience aspects of the New Zealand lifestyle.
4. To help the parents overseas feel satisfied that their child is being cared for at Heaton Normal Intermediate School in New Zealand.
PROVISION OF ACCOMMODATION:

Heaton Normal Intermediate School does not arrange accommodation for International Students.

ACCOMMODATION AGENTS:

Heaton Normal Intermediate School does not employ accommodation agents to organise International Student accommodation. Accommodation may be arranged by agents on behalf of the family but Heaton Normal Intermediate School will give final approval to this accommodation.

ADMINISTRATIVE REQUIREMENTS AND UNDERSTANDINGS:

General

1. Students under 18 years will not be permitted to rent a flat/room/house /apartment or live on their own.

2. All accommodation queries and issues will be dealt with by Pastoral Care staff. Any issues or concerns pertaining to the pastoral care of the student will be referred to Pastoral Care staff.

3. For each student, the full name, current address, contact phone number, occupation and relationship to the student of the residential caregiver / home stay caregiver will be held.

4. Any serious concerns relating to the accommodation will be referred to the Code Administrator.

Students not living with a parent:

For all students under 18 and not living with a parent:

1.   Any accommodation to be used by the International Students will have:

· An on site assessment to determine that living conditions are of an acceptable standard.
· An assessment to determine that the accommodation type is not that of a boarding establishment.                                       
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·  An assessment of the residential caregiver’s / homestay caregiver’s suitability and whether they will provide a safe physical and emotional environment for the student.
2. Each student will be interviewed at least quarterly to ensure that their accommodation is suitable.

3. All accommodation residences will be visited twice yearly to ensure that they remain suitable.
4. Police vetting of residential designated caregivers may be carried out at the discretion of the Pastoral     Care staff.  Police vetting of home-stay caregivers is mandatory.

5.   Pastoral Care staff will conduct follow-up visits if there are reasonable grounds to suspect that the
      accommodation has become unsuitable. 
Designated Caregivers:

1. Parents of each student living with a designated caregiver are required to sign an indemnity document stating that the designated caregiver is a relative or close family friend and that parents have selected the accommodation for their child, subject to Heaton Normal Intermediate School approving the accommodation.

2. On or before enrolment, Heaton Normal Intermediate School will meet and establish communication with the designated caregiver.

3. The relationship between the designated caregiver and student’s parents will be checked to confirm that they are a bona fide relative or parent’s friend.

4. Police vetting may be undertaken for anyone over the age of eighteen living in the designated care dwelling.

5. A member of the Pastoral Care staff will visit the dwelling twice a year.

6. The student in designated care will be interviewed four times a year.

7. A relationship between the designated caregiver and the student will be commented on and a home checklist form completed at the time of the visit.

8. Heaton Normal Intermediate School will ensure that the student will have regular contact with his/her parents.

Homestay Caregivers:

1. Parents of each student living with a homestay caregiver are required to sign an indemnity document stating that they have approved of the homestay accommodation for their child.

2. On or before enrolment, Heaton Normal Intermediate School will meet and establish communication with the homestay caregiver.

3. Police vetting will be undertaken for anyone over the age of eighteen living in the homestay dwelling.

4. A member of the Pastoral Care staff will visit the dwelling twice a year.

5. The student in homestay care will be interviewed four times a year (each term).

6. A relationship between the homestay caregiver and the student will be commented on and a home checklist form completed at the time of the visit.

7. Heaton Normal Intermediate School will ensure that the student will have regular contact with his/her parents.

DIVISIONS OF RESPONSIBILITY:

Heaton Normal Intermediate School will be responsible for:

1. Monitoring and approving all accommodation.

2. Providing a 24-hour emergency contact person for problems with accommodation.
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3. Providing information and support (including cultural support if necessary) for designated caregivers and homestay caregivers.

4. Recording the results of accommodation checks.

5. Providing assistance for the student to contact their natural parents when necessary.

6. Providing the designated caregiver / homestay caregiver with a copy of the school’s emergency procedures for International Students.

Designated Care/ Homestay Caregivers

Heaton Normal Intermediate School will expect all residential caregivers to:

1. Provide a safe and friendly family living environment. 

2. Provide 24/7 care including items listed on the accommodation checklist.

3. Notify the School if there are any changes to household life.

4. Notify the School if there are any medical, emotional or behavioural problems with the student.

5. Care for the student in their home to the best of their ability.

6. Provide facilities for the student to make regular contact with their parents.

7. Notify the school if the student will be absent.

8. Provide adult supervision and care of students under the age of 14 as required by section 10B of the summary Offences Act 1981.
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PURPOSE

To achieve a prompt and fair resolution of concerns and complaints by parents / caregivers about the school, the school will:

· ensure that there are effective systems within the school that provide effective resolutions to complaints,

· ensure that employees are notified immediately of complaints about them and that they are treated fairly,

· abide by all relevant award provisions,

· provide employees with an opportunity to correct behaviour or improve performance.

OBJECTIVES

1.   All complaints about a staff member are to be addressed by the principal: if a board member receives a complaint, it must be referred promptly to the principal.  Complaints about the principal should be addressed to the chairperson of the board of trustees.

2.   All written complaints will be referred to the staff member concerned, and their reply will be considered before a decision is made.

3.    Every endeavour will be made to resolve complaints by discussion between the complainants, principal and staff (where appropriate).

4.   The principal must report to the chairperson of the personnel sub-committee on every written complaint about a staff member and its resolution.  A copy of the report will be kept until such time as the family ends its association with the school.

5.   A complainant has the right to refer the complaint to the board’s personnel sub committee if the complaint is not resolved to the complainant’s satisfaction.  The personnel committee will then endeavour to achieve an outcome favourable to complainant and employee.

6.   All complaints referred to the personnel sub-committee must be reported to the next board of trustee’s meeting.

7.   Where complaints are of a serious nature, they will be referred to the full board, which may initiate disciplinary procedures.  These and matters of teacher competency must be dealt with within the relevant award provision.  Staff will be informed of their right to seek NZEI or other counsellor support.

8.   International students and parents will be advised of their right to an advocate and/or support person during any stage of the complaint process.

9.   Written correspondence from parents expressing dissatisfaction with the school, which has caused them to withdraw their child from the school, shall be referred to the personnel sub-committee for discussion and response.  Parents may write directly to the board, if they choose, following withdrawal of a child from the school.
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 What do I do if I have a problem?



REFERENCE www.minedu.govt.nz

ESOL ROOMS 17a and 15b – you may wish to have an advocate for any complaint situations.
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This sheet contains important background information about processes and procedures that will be followed by Heaton Normal Intermediate School in respect of your son / daughter.  Please read it carefully and make sure that you are happy with all the information. If you have any queries, please contact the Principal at Heaton Normal Intermediate School.

Accidents and Emergencies

Heaton Normal Intermediate School is responsible for all emergency procedures during school hours and all emergency procedures 24/7 outside school hours while the student is in a homestay.

Our Civil Defence Emergency Preparedness Plan is outlined in detail on our website www.heaton.school.nz In the event of an accident or emergency appropriate action will be taken. You will be contacted as soon as possible by the school Principal / International Student Coordinator / 1st Language Support Person, your child’s support person or your insurance company on the emergency contact number you have provided on your child’s application for enrolment form.

If your child has an accident while you are outside of New Zealand, Heaton Normal Intermediate School or the homestay parents may need to consent to urgent medical procedures on your behalf, including blood transfusions, if necessary.

Communication

Parents are required to have regular communication with their children. Parents should provide their children with calling cards so they can call home whenever they feel they need to.

Parents are encouraged to interact with Heaton Normal Intermediate School and are invited to visit their child’s school at least once during their child’s period of enrolment.

Parents can expect to receive regular reports outlining their child’s academic progress and well-being. 
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Your child's contact information is:

	EDUCATION PROVIDER

	Postal Address
	Heaton Normal Intermediate School

P O Box 5242

Papanui

Christchurch 8542

NEW ZEALAND

	Contact Person

(Name, Phone No.

Email Address)
	Principal:-Andrea Knight

03 – 3587220

aknight@heaton.ac.nz
International Student Coordinator:-Sarah Cumming

03 – 3321031

cummings@heaton.school.nz
1st Language Support Person:-Maria Kang (Korean)
03 – 3588094

mariakangnz@gmail.com
1st Language Support Person:-Mami Kumada (Japanese)
03 – 3551144

mamikumada@hotmail.com


	ACCOMMODATION 

	Postal Address
	

	Emergency Contact 

(Name, Phone No.

Email Address)
	


You may wish to write in other relevant details and keep this page  

on a noticeboard in your home. 
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Heaton Normal Intermediate School


INTERNATIONAL STUDENT PROCEDURE - ACCOMMODATION











Heaton Normal Intermediate School


PLACING THE CHILD





Heaton Normal Intermediate School


INTERNAL GRIEVANCE PROCEDURE





Heaton Normal Intermediate School


ENROLMENT OF INTERNATIONAL STUDENTS





Problems with


Homestay





Problems with


School





Problems with


Enrolment





Problems with


Health





Talk to your


International Student Coordinator 


New Zealand Immigration Service








Heaton Normal Intermediate School


ACCIDENT AND EMERGENCY PROCEDURE





Talk to your


Classroom Teacher


International Student Coordinator 


ESOL Teacher 


1st Language Support Person





Talk to your


Caregivers


International Student Coordinator 


ESOL Teacher 


1st Language Support Person





Talk to your


Parents / Caregivers


Classroom Teacher


International Student Coordinator 


ESOL Teacher 


1st Language Support Person




















V





If you have a big problem and have spoken to these people, but you are still not happy, you and/or your parents can make an appointment to speak to the Principal and then the school Board of Trustees.  If, after contacting the Principal / Board of Trustees, your problem is still not solved, you can contact the IEAA at the International Education Appeal Authority, Private Bag 32001, Panama Street, Wellington, New Zealand. Phone: 04 - 4626660 Email:  � HYPERLINK "mailto:ieaa@justice.govt.nz" ��ieaa@justice.govt.nz�  24-hour contacts are available.


























Application forms completed.





Heaton Normal Intermediate School





INTERNATIONAL STUDENT PROCEDURE - GENERAL








Heaton Normal Intermediate School


CONCERNS AND COMPLAINTS PROCEDURE











Supply with school 


Enrolment Pack.











Determine 


placement level.





Is there a place 


available at this level?





Accept the application by issuing an Offer of Place for INZ.





Receive and receipt fees. 





Is the school’s name on the visa?





Enrol as a


domestic student.





YES





 NO





 NO





YES





Is the application 


completed satisfactorily?





Photocopy photo page and visa / permit page of passport.





YES





Request more information.





 OR





 Reject 


application.





Record start and end dates of 


permit / visa





Finalise 


enrolment





Provide Offer of Place and Receipt of Payment originals.





Wait until student 


returns with permit / visa.





 NO





Give copies of school enrolment form and “Application for 


Enrolment” document to ESOL and class teachers.











