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WELCOME TO ICA 

On behalf of all the staff at International College of Auckland NZ Limited – also known as ICA 

– we extend a warm welcome to you. Please kindly read and make sure you understand all 

the information provided in this handbook. If you have any questions, please ask Julieanne 

Uy, our Pastoral Coordinator. Once you fully understand the contents of this handbook, 

please sign and return the enrolment contract found on the last page of this document to the 

Student Services Team. 

Here at the International College of Auckland, we offer an individualised approach to learning. 

You will begin your studies with an orientation programme where you will be advised of your 

rights and responsibilities as a student at the International College of Auckland. It will guide 

you in accessing the available resources and support, as well as life in New Zealand, including 

Kiwi culture, lifestyle, and the Treaty of Waitangi. Lessons will be conducted in a classroom 

environment, but there will also be offsite activities where applicable. This will allow you to 

apply your skills in practical, challenging, and engaging situations. 

Courses offered at ICA include the New Zealand Certificate in English Language (foundation 

to Level 5), Diploma in Civil Engineering (Level 7), New Zealand Diploma in Information 

Technology – Technical Support (Level 5), and the Diploma in Networks and Systems 

Administration (Advanced) (Level 7). 

Once you have learned the required skills, they will be formally tested through assessments 

or examinations. When you have met the required number of credits for your course, a formal 

qualification will be awarded for your achievement. 

If assistance is required, please don’t hesitate to approach or contact us. 

Once again, we welcome you to our college. We wish you every success as you embark on 

this journey with us. 

 

 

Dr Bruce H Knox  

Principal  

International College of Auckland 

 

 

 

 

 



3 

 

©International College of Auckland 
PH: 09-3099558 Email: enrol@ica.ac.nz                                                                                                                                      
Student Handbook – September 2025 
  
 

2. About ICA  

The International College of Auckland (ICA) is a New Zealand Qualifications Authority (NZQA) 

registered Private Training Establishment (PTE) tertiary education provider and a signatory of 

the Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021.  

ICA, established in 2001, have been delivering top-tier education with a diverse array of 

programmes in Engineering, Information Technology, and Academic English. All courses are 

approved by the New Zealand Qualifications Authority (NZQA). Relevant Links: 

 

              https://www.nzqa.govt.nz/providers/details.do?providerId=748806001 

  

ICA facilities include classrooms of different sizes, computer and engineering laboratories, 

study pods, a library, and a wireless internet capability for all out students’ devices. Around 

the college area, there is a medical centre across the road, as well as cafes, supermarkets, 

pharmacies, and other entertainment facilities. 

ICA campus is nestled in the heart of vibrant Central Auckland located on upper Queen Street 

but is also close to many public transports. There is also an available paid parking onsite and 

around the surrounding area.  

ICA is located on Level 3, 520 Queen Street, Auckland 1010, and is only from Monday to Friday 

between 8:30am – 4:30pm, with Fridays as by appointment only.  

2.1 NZQA Registration and Accreditation 

The International College of Auckland (ICA) is registered by New Zealand Qualifications 

Authority (NZQA) as a Private Training Establishment (PTE) and accredited to deliver and 

assess all the courses currently being offered. The registration and accreditation are evidence 

that the college has achieved the necessary standards to ensure quality education and 

training. The New Zealand Qualifications Authority (NZQA) has approved this arrangement, 

enabling the college to offer: 

 A secure and positive learning environment. 

 Facilities, resources, and methods necessary to complete quality learning. 

 A well-qualified and committed staff sensitive to the culture/s of the students. 

2.2 ICA Quality Management System (QMS) 

The International College of Auckland (ICA) operates under a Quality Management System 

(QMS) that is approved by the New Zealand Qualifications Authority (NZQA). This system 

ensures that both international and domestic learners are well-supported and have the best 

possible opportunity to succeed in their studies. 

ICA’s QMS is designed to uphold high standards across all aspects of the learning experience, 

and it guarantees: 

 

https://www.nzqa.govt.nz/providers/details.do?providerId=748806001
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 Fair and equitable treatment for all students. 
 A safe, inclusive, and positive learning environment. 
 Access to appropriate facilities, resources, and effective teaching methods. 
 Highly qualified and dedicated staff who are culturally responsive and student 

focused. 
 

2.3 Programmes Offered 

The following programmes offered at ICA are all NZQA-approved qualifications: 

Programme Duration Credits 
Diploma in Civil Engineering (Building and Construction) 
(Level 7) 

2 academic years 240 

New Zealand Diploma in Engineering (Level 6) (Electrical) 2 academic years  240 

New Zealand Diploma in Engineering (Level 6) (Electronics) 2 academic years  240 

Diploma in Networks and Systems Administration (Level 7) 1 academic year 120 

New Zealand Diploma in Information Technology – 
Technical Support (Level 5) 

1 academic year 120 

New Zealand Certificate in English Language (Foundation) 
(Level 1) 

24 weeks 60 

New Zealand Certificate in English Language (Level 1) 24 weeks 60 

New Zealand Certificate in English Language (Level 2) 16 weeks 60 

New Zealand Certificate in English Language (Level 3) 
(General) 

16 weeks 60 

New Zealand Certificate in English Language (Level 3) 
(Applied) 

18 weeks 60 

New Zealand Certificate in English Language (Level 4) 
(Academic) 

18 weeks 60 

New Zealand Certificate in English Language (Level 5) 
(Academic) 

18 weeks 60 

 

2.4 ICA Strategies for Student Wellbeing and Safety  

ICA’s wellbeing and safety goal focus on creating a supportive and inclusive environment 

where all learners can thrive. This includes fostering a campus culture that prioritises student 

safety, mental health, and belonging. ICA aims to provide tailored support services that 

address academic, emotional, and financial needs, ensuring every student has access to the 

resources they require. A key objective is maintaining quality student accommodation 

through regular monitoring and compliance with safety standards. Additionally, ICA is 

committed to enhancing graduate success by offering career development opportunities such 

as internships, workshops, and mentoring to boost employability and life readiness. 
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3. Education (Pastoral Care of Tertiary and International 

Learners) Code of Practice 2021 

The Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021 is 

a guiding document that outlines the requirements New Zealand education providers must 

meet to ensure the wellbeing and safety of tertiary and international students. Details of the 

Code, including provider responsibilities, will be discussed during the orientation programme. 

ICA is a signatory to the Code and has therefore agreed to observe and be bound by its 

policies. Copies of the Code are available upon request from the college or on the New 

Zealand Qualifications Authority (NZQA) website: 

https://www.nzqa.govt.nz/assets/Providers-and-partners/Code-of-Practice/Tertiary-and-

International-Learners-Code-2021/NZQA_Pastoral-Care-Code-of-Practice_English.pdf 

The Code is also available in different languages. 

An information summary about the Education (Pastoral Care of Tertiary and International 

Students) Code of Practice 2021 is displayed in the college’s main lobby. A summary of the 

code is also included in this handbook (refer to Appendix 1). ICA’s Pastoral Care Coordinator 

is Julieanne Uy.  

3.1 Education New Zealand 

Education New Zealand's NauMai NZ website is a valuable resource for exploring and learning 

more about New Zealand, its education system, and information related to studying in the 

country. As part of your student visa application, you are required to demonstrate that you 

have sufficient funds to cover your living costs while in New Zealand. 

          https://www.naumainz.studywithnewzealand.govt.nz/ 

3.2 Cost of Living in New Zealand 

International students may initially be surprised by the cost of living in New Zealand, as 

everyday expenses—such as transportation, groceries, and rent—can be higher or lower than 

in their home country. For more details visit: 

         https://www.naumainz.studywithnewzealand.govt.nz/studying-in-nz/before-your-  

arrival/cost-of-living 

3.3 Immigration Matters 

If you are an international student, you must hold a current and valid student visa to study at 

the International College of Auckland. It is your responsibility to keep your student visa 

current about the visa expiry date, institution of study, and programme information. If you 

do not hold a current student visa, you will not be permitted to study.  

 

https://www.nzqa.govt.nz/assets/Providers-and-partners/Code-of-Practice/Tertiary-and-International-Learners-Code-2021/NZQA_Pastoral-Care-Code-of-Practice_English.pdf
https://www.nzqa.govt.nz/assets/Providers-and-partners/Code-of-Practice/Tertiary-and-International-Learners-Code-2021/NZQA_Pastoral-Care-Code-of-Practice_English.pdf
https://www.naumainz.studywithnewzealand.govt.nz/
https://www.naumainz.studywithnewzealand.govt.nz/studying-in-nz/before-your-
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3.4 Medical and Travel Insurance 

A comprehensive medical and travel insurance are legally required for international students 

studying in New Zealand. According to the NZQA Education (Pastoral Care of Tertiary and 

International Learners) Code of Practice 2021, the insurance policy must cover: 

 The students’ travel – to and from New Zealand; and within New Zealand. 

 Medical care in New Zealand, including diagnosis, prescription, surgery, and 

hospitalisation. 

 Repatriation or expatriation of the student because of serious illness or injury, 

including cover of travel costs incurred by family members assisting repatriation or 

expatriation; and 

 Death of student including cover of travel costs of family members to and from New 

Zealand, the costs of repatriation or expatriation of the body and funeral expenses. 

ICA can arrange the student’s insurance policy upon payment of the fee outlined in the tax 

invoice. If the student has arranged his or her own insurance, the student must provide the 

insurance copy and policy information. The insurance policy must cover the above conditions 

in full. Pre-existing medical conditions might not be covered by the insurance policy, and the 

insurance company needs to be notified about these conditions. ICA and/or the insurance 

company needs to be notified regarding pre-existing conditions.  

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 the fill costs 

of that treatment. Therefore, having a medical and travel insurance is very important while 

studying in New Zealand.  

3.5  Accident Insurance (ACC) 

The Accident Compensation Corporation (ACC) provides accident insurance for all New 

Zealand citizens, residents, and temporary visitors to New Zealand. However, 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 

3.6  Work Eligibility 

If you are enrolled and studying an eligible qualification, you may work part-time up to 20 

hours per week, and full-time during term breaks and the Christmas and New Year holiday 

period. To see if you’re eligible to work while on a student visa, refer to the conditions 

outlined in your visa. 

    https://www.immigration.govt.nz/study/once-you-have-a-student-visa/working-on-a-student-

visa/ 

Full details of visa requirements, information on employment rights in New Zealand while 

studying, and reporting obligations are available on the Immigration New Zealand website       

at:   http://www.immigration.govt.nz. 

http://www.acc.co.nz/
https://www.immigration.govt.nz/study/once-you-have-a-student-visa/working-on-a-student-visa/
https://www.immigration.govt.nz/study/once-you-have-a-student-visa/working-on-a-student-visa/
http://www.immigration.govt.nz/
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To be able to work in New Zealand, you must apply for an IRD (Inland Revenue Department) 

tax number. You will need the following:  

 Your passport details. 

 Your Immigration New Zealand application number. 

 Your most recent overseas tax number (if applicable) 

        https://www.ird.govt.nz/managing-my-tax/ird-numbers/ird-numbers-for-individuals/new-

arrival-to-new-zealand---ird-number-application 

3.7  Accommodation 

There are many housing options available when you're studying in New Zealand. The main 

types of accommodation include student hostels or halls of residence, homestays or private 

board, renting a house or apartment, and flatting. 

         https://www.naumainz.studywithnewzealand.govt.nz/studying-in-nz/before-your-

arrival/accommodation-types 

ICA provides assistance to students in finding suitable accommodation. For more details, 

please refer to the Health, Safety, Welfare, and Support Services section Part 12.7 

Accommodation Support.  

3.8 Transport  

Auckland Transport (AT) is the government agency in charge of all public transportation in 

Auckland. Full-time students at any Auckland institutions are eligible for a tertiary student 

concession. Students can get 20% off travel on most buses, trains, and ferries when using the 

AT Hop Card.  

         https://at.govt.nz/bus-train-ferry/at-hop-card/card-concessions-and-discounted-fares/tertiary-

student-concession 

Tertiary concession stickers are provided to ICA students during orientation day upon the 

availability of the student ID card. 

4. Admission and Enrolment 

Prior to applying for any of the programmes that the International College of Auckland (ICA) 

offer, you are encouraged to ensure that the course content matches your educational and 

career intentions. You need to understand the programme and the requirements of the 

course you are intending to study such as the English Language level and the academic entry 

qualification required. For further details please refer to your “Programme Handbook”. 

 

 

 

 

https://www.ird.govt.nz/managing-my-tax/ird-numbers/ird-numbers-for-individuals/new-arrival-to-new-zealand---ird-number-application
https://www.ird.govt.nz/managing-my-tax/ird-numbers/ird-numbers-for-individuals/new-arrival-to-new-zealand---ird-number-application
https://www.naumainz.studywithnewzealand.govt.nz/studying-in-nz/before-your-arrival/accommodation-types
https://www.naumainz.studywithnewzealand.govt.nz/studying-in-nz/before-your-arrival/accommodation-types
https://at.govt.nz/bus-train-ferry/at-hop-card/card-concessions-and-discounted-fares/tertiary-student-concession
https://at.govt.nz/bus-train-ferry/at-hop-card/card-concessions-and-discounted-fares/tertiary-student-concession
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5. Recognition of Prior Learning and Award for Credit for 

Learning 

            (Note: This policy is applicable to New Zealand qualifications only) 

ICA recognises that students may have already achieved some credits based on knowledge 

and skills developed through formal education and training and/or work experience which 

may count towards their desired qualification. Accordingly, ICA has formed its policy on Credit 

Recognition and Transfer (CRT) and Recognition of Prior Learning (RPL) in line with the NZQA 

credit recognition and transfer guidelines (For further information, refer to your Programme 

Handbook). 

5.1 Overview of the CRT Process 

 Learner discusses with the academic advisor to identify and select appropriate papers 

to apply for Credit Recognition and Transfer (CRT). 

 Learner to complete CRT application Form 6.3 (Appendix 2). 

 Learner to submit all transcripts and course contents. 

 Assessor to evaluate the application and complete the relevant part of Form 6.3. 

 Marketing Department is informed with the outcome of the application. 

 Department to keep record of the CRT application for further procedure. 

 Academic Board will ratify the CRT application outcomes in their meetings. 

5.2 Overview of the RPL Process 

 Learner discusses with the academic advisor to identify and select appropriate papers 

to apply for RPL. 
 Applicant to complete RPL application form (Form 6.3), including experience letter/s, 

job description/s, completed projects and/or other relevant documents.  
 Applicant needs to complete a Portfolio, Challenge Assessment, Attestation or 

Interview (written/oral) as decided by the independent assessor.  
 Assessor evaluates the application and completes relevant parts of Form 6.3. 
 Marketing department is informed with the outcome of the application. 
 Department to keep record of the RPL applications. 
 Academic Board will ratify RPL application outcomes in their scheduled meetings. 

6. Registration and Selection 

Applications will be dealt with in an open and fair manner. The process for registration and 

selection are as follows: 

 Register for the course by completing the ICA Application Form. The ICA Application 

Form can be found on the ICA website or upon request. 

 Ensure that you indicate on the application form if you have special needs, so we can   

properly assist you. 
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 The application form together with the required supporting documents shall be 

emailed to the respective ICA staff.  

 The application documents will be assessed, and an Offer of Place will be issued if the 

applicant meets the general admission and English language proficiency requirements 

for the course. ICA’s decision is final. 

 Once accepted into the course, each prospective student will participate in an 

informal interview as part of their Orientation Day activities on their first day. 

 If the course is full, an applicant may be invited to begin the course on a later date. 

ICA holds the right to offer a place to an applicant or to accept an applicant for 

enrolment.  

7.  Orientation 

All students are required to attend Orientation, as it provides important information about 

ICA, its policies, programmes, and operations.  

The orientation programme will include a discussion of the key information outlined in this 

handbook. Topics covered will include the following:  

 Overview of the College and its Programmes. 

 Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021. 

 ICA Management and Staff.  

 Students Rights and Responsibilities. 

 Attendance, Leaves, Withdrawals and Termination. 

 Grievance and Complaint Procedures (Including Dispute Resolution Scheme). 

 Health and Safety – in ICA and in New Zealand (Including Emergency Procedures). 

 New Zealand Culture. 

 The Treaty of Waitangi and its Significance. 

 Employment, and Tenancy Rights  

On orientation day, you will also meet with your respective programme leaders to discuss 

your programmes, study plans, timetable, academic policies, and academic expectations.  

8.  Financial Matters 

8.1  Financial Dealings with Students 

All dealings are conducted openly, fairly and according to the New Zealand Law and good 

accounting practices. Financial records are carefully kept, and information is provided for 

students when required. All fees are GST inclusive and in New Zealand dollars. 
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8.2 Fees Payment, Withdrawal and Refund Policies Refunds 

All tuition fees are paid into the Public Trust account, a New Zealand government agency. The 

fees are paid out to ICA incrementally and this protects your fees. All fees must be paid prior 

to confirmation of course enrolment. 

ICA’s refund policy complied with Section 452 (5) of the Education and Training Act 2020, 

including any amendments, as administered by the New Zealand Qualifications Authority 

(NZQA). This policy applies to all tertiary learners.  

Relevant link:     

https://www.legislation.govt.nz/act/public/2020/0038/latest/LMS170676.html 

8.2.1 Course Withdrawal and Refunds – Domestic Students  

Domestic students are entitled to a refund if they withdraw from a programme or training 

scheme as per Section 357 (3) of the Education and Training Act 2020 based on the following 

criteria: 

Course Length Withdrawal Period Amount of Refund 

2 days or less None Refund is at PTE’s discretion 

More than 2 days but less 
than 5 weeks 

2 working days including 
course start date 

50% of the fees paid 

5 weeks or more but less 
than 3 months 

5 working days including the 
course start date 

Full fees are less than 25% 

3 months or more 10 working days including 
the course start date 

Full fees less than NZ$500, 
or 10% of the total fees paid 
– whichever is less  

 

If the student withdraws after the official withdrawal period, it will be at ICA’s discretion 

whether a refund will be granted. Late withdrawals are not eligible for a refund. 

8.2.2 Course Withdrawal and Refunds – International Students 

International students are entitled for a refund if they withdraw from a programme or training 

scheme as per Sections 529 and 530 of the Education and Training Act 2020 based on the 

following criteria:  

A. Withdrawal Before Course Commencement 
 

 If the student receives an Approval in Principle and has paid the tuition fees, but the 
visa is subsequently declined by Immigration New Zealand, the student will be eligible 
for a full refund, minus NZ$500 for the administration and registration fee. 
 

 If the student receives an Approval in Principle, has paid the tuition fees, and has been 
issued a visa for the International College of Auckland, but decides to withdraw before 
the course commences, the student is entitled to a refund of 75% of the fees paid. 
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A Student must provide the following evidence for refunds: 
 

 Evidence Required Amount of Refund 

If the visa is declined Official decline letter from 
INZ 

Full fees less NZ$500 

Withdrawal before 
the course starts 

A written statement from 
the student outlining the 
reason for their changes of 
circumstances 

Full fees less 25% 

 

B. Withdrawal From Courses Less Than Three Months In 
 

 For courses five weeks or less: If the student withdraws within the first two days of 
the course, the student is entitled to a refund of 50% of the fees paid. 

 

 For courses five week or more but less than three months: If the student withdraws 
within the first five days of the course, 75% of the fees paid will be refunded. 

 
A Student must provide the following evidence for refunds: 
 

 Withdrawal 
Period 

Evidence Required Amount of Refund 

Courses 5 
weeks or less 

Two days incl. 
course start date 

A written statement 
from the student 
outlining the reason 
for their changes of 
circumstances 

Full fees less 50% 

Courses 5 
weeks or more 
but less than 3 
months 

Five days incl. 
course start date 

Full fees less 25% 

 

C. Withdrawal From Courses Three Months or More 

If the student withdraws within the first ten working days of the course, the student 

may be entitled for a refund of 75% of the fees paid for the costs incurred by the 

college.  

 

Withdrawal Period Evidence Required Amount of Refund 

Ten days including 
course start date 

A written statement from the 
student outlining the reason 
for their changes of 
circumstances 

Full fees less 25% 
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D. Refund Applications on Eleventh Day or Later 
 

Management will make no refund under the following circumstances:  
 

 The student has been expelled or dismissed from the college. 

 The student wishes to transfer to another school; or 

 The enrolment application is found to be inaccurate in any way and the contract is 

terminated. 

 If the student withdraws on the eleventh day or later, the student will not be eligible 

for a refund of the fees.  

Reason for Withdrawal or Action Refund Eligibility 

Student is expelled /dismissed. 

No Refund Student wants to transfer to a different provider. 

Enrolment/documents is found to be inaccurate. 

 

Notes:  

 Where several days is specified, this must include the first day of the course. 

 Where a student under 18 years old is withdrawing, a written confirmation from the 

student’s parent/s or guardian must be provided. 

 If a student obtained a bank loan for the purpose of studying at ICA, a confirmation 

that the lender consents to the withdrawal may be required (Appendix 3: Form 6.28). 

 Where ICA is aware that a student obtained a bank loan for the purpose of studying at 

ICA, ICA will endeavour to refund the fees in accordance with the refund policy to the 

relevant lending bank unless otherwise instructed by the bank (Appendix 4: Form 

6.29). 

 If the student will refund the homestay fees, the student is entitled to either give two 

weeks’ notice or forfeit two weeks of homestay fees. The remainder of the fees will 

then be refunded to the student. 

 Refund applications are considered, and a decision may require further information or 

discussion with a student. A written response will inform the student of the decision 

no later than four weeks after receipt of the refund application. 

 If the decision is made to process the refund, the relevant refund form from Public 

Trust will be printed out by management to be filled out and signed by the student. 

The principal/director will counter-sign the form and submit to the relevant 

department for final processing within one week of the decision. 

 Withdrawal means formally notifying Immigration New Zealand of the termination of 

enrolment, which may result in the automatic cancellation of the student visa.  
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8.2.3 Protection of Student Fees – Voluntary or Regulatory Closure 

ICA ensures that all fees from the students are protected by a trust account set up with Public 

Trust. This means that the student fees are protected if the student withdraws from the 

course within the withdrawal period, if the provider voluntarily closes, and if a course is 

unexpectedly closed early. 

A. Course Closure Event 
 

In the event that ICA ceases to offer a course in which students are enrolled, ICA will assist 

those students in making alternative study arrangements with another provider, where their 

study credits can be transferred. 

B. Voluntary Closure by a Provider 
 

In the case of voluntary closure by the provider, refunds will be issued in accordance with the 
NZQA Student Fee Protection Rules 2022. A Pro Rata Refund will be made for the affected 
students within five working days from the date of closure or cessation, unless NZQA permits 
a longer refund period. Pro Rate Refund means a refund of Student Fees paid by the student 
for which services have not been provided to the student.  
 

8.2.4 Re-sit and Re-enrolment Fees 

Resit is an opportunity for students to retake an exam or an assessment that they did not 

complete satisfactorily. This provides students a second chance to submit and meet the 

required standard. Re-enrolment is the process of re-doing the paper or the whole 

programme if the student did not complete the paper or the programme successfully.  

A. Re-sits  

The number of re-sit opportunities varies by programme. In diploma programmes, a one-year 

course with six papers generally allows a maximum of one re-sit per paper, totalling six re-

sits. In English language programmes, learners are typically allowed one re-sit for each skill. 

The fee for 1 re-sit is as follow: 

Programme Re-sit Fee 

Diploma (Including Admin Fee) NZ$150 

English (Unit Standard Papers) NZ$0 

English (Non-Unit Standard Papers) NZ$50 

 

B. Re-enrolments  

The fees for Diploma re-enrolments as of January 2025 is calculated as follows: 

Re-enrolment Fee 

Final Exam Re-enrolment NZ$500 

15 – 30 Credit Papers NZ$200 per credit  
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If insurance extension is required, insurance fee will also be charged unless the student 

arranges their own insurance. If insurance is arranged by the student, a copy is required to be 

provided to the college. 

9.  General Information and Administration 

Orientation: Orientations are held on the first day of the course. The programme covers 

topics such as college introduction, staff, staff roles, student facilities and support, resources, 

and course requirements.  

Policies of Textbooks and other Learning Materials: You may wish to purchase additional 

texts and/or choose to borrow textbooks from ICA or the local library. Any additional 

recommended texts will be given to you by your tutors.  

Learning Materials: ICA provides standard classroom equipment, teacher hand-outs and 

other learning resources. Please take good care of all equipment provided to you. 

Course and Teacher Evaluations: Before you complete your course, you are asked to 

evaluate your course, the staff and ICA.  

Staff: All staff at ICA is suitably qualified. You can make an appointment at reception to meet 

with any staff for support or advice.  

Student Records: Administration keeps your academic records and other details such as 

your New Zealand address and contact numbers. You may request details of your academic 

record.  If you change your address or contact numbers, you must fill in the Change of Details 

form (Appendix 5: Form 6.13) to notify administration immediately. 

Progress: You will be informed of your progress whilst in the course by attending a meeting 

with your tutor including feedback on your assessment results. Student interviews will take 

place every semester, or more often if you do not pass assessments or if we see that you are 

having difficulties in achieving your learning goals. 

Safety:  Safety is governed by the Health and Safety at Work Act 2015.  Please see the ICA 

Student Health and Safety Handbook (Appendix 6). Copies are placed in classrooms and are 

discussed in class. Any accident resulting in injury must be reported to the tutor in charge or 

Site Manager/Health and Safety Officer James Zhu.  

Personal Property: We try to keep your personal property as secure as possible, but we 

cannot accept responsibility if it gets lost or damaged. 

10.  Academic Information 

10.1  Academic Dishonesty and Misconduct 

ICA does not condone students being dishonest during an assessment and there are serious 

consequences for any form of dishonesty, including plagiarism. ICA follows an APA and IEEE 

referencing system and all students are required to follow the APA style/IEEE guide in 

referencing their assessments.  
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Procedure for Administering Student Dishonesty with Assessments 

Who and What When 

The student must fill in and sign the Honesty Declaration 
Form for every assignment. This form must be stapled to 
the assignment when it is handed in for marking. 

With every assignment 

If the tutor/exam supervisor catches the student being 
dishonest in an examination; or 
the student submits an assignment that is not his/her 
original work and evidence of plagiarism is evident, 
the tutor/exam supervisor/marker fills in a “Disciplinary 
Report” form and submits it to the Head of Department. 
The Head of Department gives a copy to the Administration 
Manager. 

At the time of the assessment 
 
Immediately after the incident 
happens, or at least within two 
days of the incident happening 

The Head of Department and Administration Manager will 
meet with the student. The student is given an official 
warning letter and filed in the student’s file. 

Within one week of incident 

The student may be allowed to re-sit the exam or resubmit 
the assignment. 
 

As decided by the Head of 
Department in consultation 
with the tutor 

If the student is caught being dishonest a second time 
or 
the student submits a plagiarized assignment for a second 
time, 
the same process as above is followed. This time, the 
student is given a second warning letter, and the student 
receives a FAIL grade for the assessment/assignment. No 
further opportunity to re-sit or resubmit is allowed.  

Within one week of incident 

If the student is caught being dishonest a third time 
or 
the student submits a plagiarized assignment for a third 
time; the same process as above is followed. This time the 
student is given a dismissal letter. The student is dismissed 
from the school. All appropriate external agencies (e.g. INZ) 
are informed. 

Within one week of incident 

 

10.2 Plagiarism and Referencing 

Plagiarism is an extremely serious academic offence. This occurs when a student presents 

someone else’s work as their own. Whenever you use a resource other than your own 

knowledge you are required to cite where the information has been taken from. Failure to 

reference this information is regarded as plagiarism – should this occur students will be 

notified, and corrective actions will be decided on. The International College of Auckland 

requires all students to reference materials in the APA7/ IEEE format. 
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The students will receive information and support to understand about academic writing, 

plagiarism, and referencing. 

10.3 Attendance and Absences 

 Attendance will be regularly monitored.  

 Tutors/Lecturers mark attendance at the beginning of each class/session. Any student 

who is late for 15 minutes or leaves the class early will be marked “late” for the 

session.  

 If a student us late 3 times, it will equate to 1 “absent”. Each “late” will be counted as 

67% of that class/session. 

 If a student is late for 30 minutes for a class, it will be counted as absent.  

 Tutors/Lecturers monitor attendance closely. Any unexplained absences will be 

followed up by the Student Support over the phone. The call will be considered as the 

first verbal warning unless evidence of absence is presented and approved. 

 Tutors/Lecturers submits the registers to the designated staff to enter the system to 

monitor the attendance rates closely. Any issues are reported to the HOD/Academic 

Dean and the Administration Manager.  

 Attendance issues will be raised through weekly reports and reported at department 

meetings. 

 Students whose departments use Moodle for attendance may check their own 

attendance in the Moodle System at their own time. 

10.3.1  Warning and Dismissal Letters for Attendance and 

Absenteeism 

 The first verbal attendance warning will be given by the Administration Manger when 

the student’s attendance starts to drop between 95% - 90%. Student who were given 

the first verbal warning will be closely monitored for the next 2 weeks.  

 The first warning letter will be issued by the Administration Manager to students 

whose overall attendance falls below 90%.  

 If a student’s attendance does not improve to at least 90% within 4 weeks after the 

first warning letter, a second warning letter will be issued and signed by the Academic 

Dean 

 If attendance still does not improve to at least 90% within 4 weeks of the second 

warning letter, a dismissal letter will be issued and signed by the Chair of the Academic 

Board or the Director. The student will be withdrawn from the course, and 

Immigration New Zealand will be informed to terminate the student visa.  

 If a student’s overall attendance drops below 90% again after receiving the second 

warning letter and without an official reason, a dismissal letter will be issued 

immediately without any further warning. 
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10.4 Sick and Holiday Leaves  

 Students may be granted a one day leave at the discretion of the tutor/lecturer for 

obvious illness, illness with a medical certificate, or for accepted proven reasons with 

evidence (i.e., job interview).  

 Form 6.36 (Appendix 7) Leave Application form must be filled out and submitted to 

the tutor/lecturer with the appropriate evidence attached.  

 Leave for exceptional personal circumstances for two to fourteen days must be 

approved by the Head of Department/Academic Dean with evidence of leave 

presented. 

 Any leave longer than fourteen days must be approved by the Chair of Academic 

Board/Director. Immigration New Zealand will be notified if the student requires to 

leave New Zealand within the approved duration leave. 

 Leave apart from sick leaves must be applied for in advance.  

 Leaves may only be granted for a maximum of 20% of a term. 

 Approved leaves will not affect the student’s average attendance. However, leaves 

may only be granted for serious reasons to meet Immigration New Zealand’s 100% 

attendance requirements.  

 Students granted a long leave might need to extend/renew their visa to enable them 

to complete their study. Long leaves (15 or more calendar days), dismissal, and 

termination will be reported to Immigration New Zealand. It is likely that students who 

has taken long leaves may get their visa extension/renewal application declined by 

Immigration New Zealand.  

10.5 Procedures for Re-Sit, Re-enrol and Assessments Appeal 

10.5.1 Unit Standard Based Courses 

 Re-submission is when a learner has the opportunity to correct simple errors or 

omissions in their assessed work (NZQA). A learner may provide further evidence for 

the element or assessment components in which the learner is not yet competent 

(NYC). Where the learner’s work is incomprehensible, it is either failed or returned to 

the learner unmarked for resubmission. Only one opportunity for evidence 

resubmission may be provided for each unit standard before the assessor gives overall 

feedback. 

 Re-sit is an opportunity for learners to undertake further assessment. A learner who 

does not meet the competency standard (C) in an assessment can apply to re-sit. The 

learner contacts their tutor/lecturer to arrange a time for a re-sit opportunity. If 

learning support is required before the re-sit, it will also be arranged. 
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A. ICA Diploma Programmes   

 Assessments are submitted for marking. Where a learner’s work is incomprehensible, 

it will be returned to the learner for resubmission. 

 Form 7.4 (Appendix 8) Application for Re-sit must be filled out to make the re-sit 

request to the Tutor/ Lecturer/ Programme Leader or Head of Department.  

 The learner will only be granted one re-sit/re-submission opportunity for each 

prescription paper.  

 A second resit in the same paper is only available under special circumstances and 

with the approval of the Academic Dean. 

 Learning support will be provided if required before the re-sit/re-submission.  

 Re-submission of assignments must be by the deadline set by the tutor/lecturer. Tests 

can be re-sat within 20 days of receiving the test results during the paper delivery 

period. No re-sits will be allowed for final examinations. 

 A new and different quality assured tests (in case of close-book assessment) is 

provided for the learner to re-sit.  

 The grade that will be granted on a re-sit will be no more than 50% or C.  

 Learners who fail a paper will have the opportunity to re-enrol to complete the paper 

and has to pay the re-enrolment fee or the full tuition fee to ICA.  

 A learner who has completed the course work requirements for a paper and achieved 

a minimum mark of 50% but has failed the final examination may apply to the Head 

of Department/Academic Dean requesting to carry forward the course assessment 

grade to the re-enrolment. 

 The course assessment grade may only be carried through once to the re-enrolment 

for each failed paper.  

 

B. NZDE (Electrical and Electronics Engineering Strand) Level 6 
 

 Resubmission and Reenrolment 

           Definition 

A resubmission is a request for a learner to provide further evidence for assessment and 

applies only to uncontrolled coursework assessments (i.e. assignments, projects, etc.). 

          Time Period 

Resubmission of assignments must be by the deadline set by the tutor/lecturer. If you 

do not hand in the assessment by the due date & time, you will incur a deduction of 

10% of the total awarded marks per day up to 5 days. The assessments will not be 

accepted after one week from the due date. 
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Limit 

     A student may undertake only one resubmission within any course. 

 Reassessment 

     Reassessments are not available for any controlled assessments (i.e. tests, and 

examinations). 

 Re-enrolment 

     Where a student fails a course and is required to re-enrol, the Principle/ Academic 

Dean/Head of Department or other delegated authority may authorise the coursework mark 

to be carried through to the re-enrolment. The coursework mark may only be carried through 

once. 

C. English Language Programmes (ELP)  

 ELP Learners are offered one re-sit for each assessment task. Additional re-sit 
opportunities may be approved by the Head of Department based on a standardised 
criterion.   

 Fees are not charged for Unit Standard re-sits however ELP learners must pay a fee for 
re-sits on all other assessments as specified in the schedule of fees (50 NZD).   

 If an ELP learner has failed more than 50 percent of the assessments in the programme 
they will be required to re-enrol. Failed assessments include unexcused absences on 
assessment days.  

 ELP learners will be required to re-enrol in the programme if they have failed in the 
first enrolment and wish to continue their study.  

 ELP learners must re-enrol for the entire NZCEL programme. They cannot re-enrol in 
one block only.  

 ELP learners may carry over their achieved assessment results to the second 
enrolment.  

 Resubmission is only given for small number of assessments. The details are available 
in the NZCEL Course handbook.   

 ELP learners may be offered reduced tuition fees for the re-enrolment subject to the 
approval of the Marketing director.  
 

10.5.2 Appeals against Assessment Decisions 

 Assessment appeal procedures are listed in the Student Handbook. Students are 

encouraged to resolve assessment issues with their tutor/lecturer in the first instance. 

 If the student is unable to resolve the issue with their tutor/lecturer, they should 

follow the appeal process is detailed on the Assessment Appeal Form 7.3 (Appendix 

9) which is included in this Handbook. The form is sent to HOD who will arrange for 

the work to be reassessed by another tutor/lecturer.  

 If the matter is still unresolved, the work will be re-assessed by an external assessor. 

 The student will be kept informed of the decision made by the assessors.  
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10.6 Award of Certificate or Diploma  

All students who meet course assessment requirements and whose performance meets or 

exceeds the criteria in all assessment components will be awarded the qualification certificate 

or diploma. If you leave the course before completion of all the course requirements, you will 

receive a record of learning indicating all the papers completed. For further information, 

please contact the Academic dean/Head of Department or Site Manager. Courses are graded 

in terms of the academic performance meeting or exceeding the criteria indicated on the 

assessments and learning outcomes.  

11 Artificial Intelligence (AI) Use Policy 

The purpose of this policy is to guide the use of Artificial Intelligence (AI) technologies in 

educational activities at ICA. This policy aims to harness the benefits of AI while safeguarding 

academic integrity and ethical standards. This policy applies to all students, faculty, staff, and 

other stakeholders involved in the academic processes at ICA.  

11.1 Definitions 

 Artificial Intelligence (AI): Technologies that simulate human intelligence, including 

machine learning, natural language processing, and automated decision-making tools.  

11.2 Permissible Use 

 Educational Support: Students may use AI tools for research, understanding complex 

concepts, and enhancing learning experiences, under the guidance of faculty. If AI is 

used in assessments the student must give credit and cite the source.  

 Faculty Use: Instructors are encouraged to integrate AI tools in curriculum 

development, pedagogical strategies, and assessment design to enrich the learning 

process. Instructors should not use AI to grade or assess student work or performance.  

11.3      Prohibited Use 

 Direct Submission: Submission of AI-generated content as one’s own original work is 

strictly prohibited.   

 Misrepresentation: Using AI to create or disseminate misleading or false academic 

material is forbidden. AI should not be used to harass, bully or harm others.  

11.4 Detection and Monitoring 

 Plagiarism Detection Tools: ICA will employ advanced plagiarism detection software 

capable of identifying AI-generated content.  

 Random Audits: ICA reserves the right to conduct random audits of submitted work for 

AI usage.  

11.5  Reporting and Consequences 
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 Procedure for Reporting: A clear process for reporting suspected misuse of AI will be 

established and communicated.  

 Penalties: Violating this policy will result in disciplinary action, which may include 

academic penalties or other consequences as outlined in ICA’s Academic Integrity 

Policy.  

11.6  Training and Awareness  

 Information Sessions: Regular workshops and information sessions on ethical AI use will 

be conducted for students and faculty.  

 Resource Availability: Guidelines and resources on ethical AI usage will be made 

available to the ICA community.  

11.7  Review and Adaptation 

 Regular Review: This policy will be reviewed annually to adapt to evolving AI 

technologies and educational practices.  

 Feedback Mechanism: ICA will establish a feedback mechanism for continuous 

improvement of this policy.  

11.8  Collaboration and Benchmarking 

 Consultation with Other Institutions: ICA will engage with other educational 

institutions in New Zealand to align with best practices.  

 Industry Collaboration: ICA will collaborate with AI experts to stay abreast of 

developments in AI and their educational implications.  

11.9 Implementation Strategy 

 Communication: This policy will be communicated to all ICA stakeholders through 

official channels.  

 Transition Period: A grace period will be provided for the ICA community to adjust to 

this new policy.  

12  Health, Safety, Welfare and Student Support Services 
12.1 General Support 

If you have concerns about your wellbeing, the wellbeing of others, or if you need additional 

help and support, please contact the Student Services Team at +64 9 309 9558 or approach 

Reception in campus. ICA can support you in various things, including but not limited to: 

 Information on college operations and relevant policies. 

 Learning support and study skills (i.e., referencing, research, presentation). 

 Course Information. 
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 Referrals to external services (i.e. counsellors or health professionals). 

 Support regarding life in Auckland (i.e., accommodation). 

 Advice on common New Zealand laws (i.e., driving, tenancy, employment, etc.).  

 Understanding the Education (Pastoral Care of Tertiary and International Learners) 

2021. 

 Incidents, Complaints and Feedback. 

12.2 Contact Details 

We need to know your contact details, emergency contact details, and where you are living 

in Auckland while you are undertaking your studies. During orientation day, you will be asked 

to complete Form 6.30 Accommodation Monitoring (Appendix 10). If your home address, 

phone number, or email address has changed, please inform us immediately by sending us an 

email with the change of details. It is required that your complete contact details and 

emergency contact number are updated in case of an emergency. 

12.3 Emergency Contact Number 

In case of emergencies, ICA’s emergency contact person is Mr. James Zhu. His contact details 

are +64 21 777 483.  

12.4 Emergency Evacuation 

Emergency Evacuation and Fire Drill Procedures are posted on the college noticeboards and 

in the classrooms. If the alarm sounds, you must evacuate the building immediately and 

follow the instructions of the fire warden. Do not use the lifts or linger inside the building.  

In the event of a fire alarm, the assembly areas are at: 

- Liverpool Street across 520 Queen Street.  

- 508 Queen Street; and 

- 536 – 538 Queen Street  

Do not re-enter the building until the Fire Service has given the “All Clear”. 

12.5 Medical Support  

First aid kits are available at reception. It is important to note that ICA First Aid kits do not 

contain any medications for health and safety purposes.  ICA also has First Aiders available in 

campus. Please speak with a staff member if you require first aid assistance. 

There are several medical centres around ICA. The nearest medical centres to ICA are: 

- The Auckland City Doctors located at 415 – 427 Queen Street, Auckland CBD (phone 

09 280 3555); and 

- Tend Symonds Street Medical Centre located at Ground/57 Symonds Street, Grafton, 

Auckland (phone 09 300 5076 
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The nearest Emergency centre is Auckland City Hospital located at 2 Park Road, Grafton, 

Auckland. 

12.6 Personal and External Support 

Personal support is also available for the students. Personal support service includes, but not 

limited to: 

 Accommodation – ICA works with credible and registered accommodation placement 

services in Auckland for homestays. Other accommodation options are also available. 

 Information about the college, policies, and operations. 

 Health and Safety 

 Limited Personal Advice – ICA can assist you in arranging a meeting with an external 

licensed counsellor, if required. 

 Advice and contact with welfare organisations in Auckland including accommodation, 

courses, welfare facilities (i.e., accessing information on sexuality, counselling, etc.).  

 Advice on common New Zealand laws (i.e., employment rights, alcohol purchase, 

driving, tenancy, etc.)  

 Addressing harassment, discrimination, racism (including systemic racism), bullying, 

harassment, and abuse. 

A list of key welfare organisations in Auckland is also available, many of which offer services 

free of charge. Please refer to Appendices 11 and 12 of this student handbook for the full list. 

Reception and student support staff can assist you in contacting these and other relevant 

organisations. In an emergency, please call 111 (Appendix 13), and for non-emergency 

please call 105. 

12.7 Accommodation Support 

ICA offers accommodation services designed to meet the variety of needs of our students. 

We understand how important it is for each student to feel happy, safe, and comfortable. 

Should you require accommodation assistance, please indicate on the enrolment form or 

inform us 2 weeks prior to your arrival and the Student Support department will liaise with 

you to arrange the accommodation required.  

12.7.1  Homestay Accommodation for Students Under 18 

Under-18 students who will not be living with a parent, legal guardian, or a designated 

caregiver, they must be accommodated with a homestay family. ICA works with external 

organisations who have been carefully screened and meet high standards in accordance with 

The Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021. 

ICA also monitors these homestay accommodation providers to ensure that they meet our 

own requirements.  

12.7.2  Accommodation Options for Students Over 18 
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A list of student accommodation options is outlined on Appendix 14 of this handbook. If you 

need more information or require accommodation assistance, please let us know and the 

Student Support department will liaise with you.  

12.8 Learning Support 

Academic and study support is also available for ICA learners. If you require assistance with 

your academic needs, please reach out to your Tutor, Programme Leader, and/or Head of 

Department. You may also speak to our Student Services to arrange an appointment for you 

with the respective academic team.  

Learning support services include, but is not limited to:  

 One to one additional academic assistance and information with Tutors. 

 Details of Credit Transfer, Recognition of Prior Learning, or current competency. 

 English Language improvement for English Language Proficiency exams (i.e., 

IELTS/PTE). 

 Information on aegrotat passes. 

 Workshops and/or seminars for referencing. 

 Research, presentation, and report writing skills improvement. 

 Any other support as required. 

12.9 Additional Support 

Additional liaison services and support are available. You may approach any of the following 

staff if you require further support and/or information: 

 Lynsey Yang 

 Julieanne Uy 

13 General Information  

13.1 Road Safety Awareness (Driving in New Zealand) 

All vehicles in New Zealand travel on the left-hand side of the road. Before you drive in New 

Zealand, you should be familiar with the New Zealand Road Code and road safety in general, 

whether you are a driver, cyclist, or a pedestrian. New Zealand has a different “give way” 

rule as compared to other countries. 

It is also advisable that you take at least a third-party car insurance to protect yourself from 

unwarranted costs should there be any damage to other vehicles or property.  

If you have an International Driver License, you may drive in New Zealand for a maximum of 

1 year from the date of entry. After 1 year, you must convert to a New Zealand license to 

continue driving legally. If your license is not in English, you must carry a translated copy.  

13.1.1  Types of New Zealand Licenses 
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 Learner’s License: The first step is a theory test. You must study the road code and 

familiarise yourself with the New Zealand driving rules. Once you pass the test, you 

may begin driving if you have a supervisor who is a full-license holder for 2 years or 

more. Passengers may be allowed if your supervisor agrees. You can also acquire the 

services of a driving instructor to learn how to drive for an hourly rate. 

 Restricted License: Once you’ve held your learner’s license for 6 months, you may 

attempt to take a practical driving test to secure your restricted license. If you pass 

the test, you can now drive on your own from 5:00am to 10:00pm. You must have a 

supervisor who holds a full license for 2 years or more if driving after hour. You may 

have close relatives as passengers. For any other passengers, your supervisor has to 

agree. Drivers from some countries may not need to sit the practical test – you need 

to ask if this applies to you.  

 Full License: After 18 months of holding a restricted license, you may apply for a full 

license. If you are 25 years old and above, you may apply after 6 months. Full license 

does not have any driving restriction.  

 

For more information about driving in New Zealand, you can reach the New Zealand Transport 

Agency (NZTA) by phone at 0800 822 422 or at http://www.nzta.govt.nz. 

 

13.1.2   Drinking and Driving  

According to New Zealand law, you must not drive if the amount of alcohol in your blood or 

breath exceeds certain age-limit. If you're under 20, you're not allowed to have any alcohol 

in your system when driving. Even one drink can lead to a drink-driving charge. 

If you are 20 or over, you should not drive if your alcohol per litre of breath is over 250 

micrograms per litre, or if your blood alcohol level exceeds 50 milligrams per 100 millilitres. 

However, it is highly encouraged that you DO NOT DRINK AND DRIVE.  

        Relevant link:  https://www.nzta.govt.nz/roadcode/general-road-code/about-

limits/alcohol-and-drugs-limits/ 

13.1.3   Motorists, Cyclists, and Pedestrians 

Motorists and cyclists both have rights on the road. Each has a right to a safe and enjoyable 

travel, and a responsibility to understand and respond positively to the other’s needs.  

Motorists 

 Follow the road code. 

 Give cyclists space. Allow at least 1.5 meters’ width and do not force past them 

particularly at intersections or roundabouts. 

 Be on the alert for sudden movements, especially in adverse weather or on poor 

road surfaces. 

 Park with care – look for hazards/cyclists before opening the car door. 

http://www.nzta.govt.nz/
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 Use dipped headlights.  

 Expect speed from bicycles – there are another vehicle. 

 Look out and stop for pedestrians on pedestrian crossings. 

 Look out and stop upon request by school patrols. 

Cyclists 

 Follow the road code. 

 Don’t jump on red lights.  

 Don’t ride on pavements. 

 Don’t go the wrong way in one-way streets. 

 Don’t ride across pedestrian crossings. 

 Always wear a safety helmet. 

 Be visible – wear a bright clothing and/or a high visibility vest, use lights at night or in 

poor visibility.  

 Move over when it is safe and convenient (two abreast can hold up other traffic). 

 Think ahead and show vehicle drivers what you plan to do.  

 Look out and stop for pedestrians on pedestrian crossings 

 Look out and stop upon request by school patrols 

Traffic safety organisations advocate that any person engaging in these activities on a public 

road must wear protective gear such as helmets and reflective clothing and have lights 

available to be identifiable in the dark. 

13.1.4  Important Information 

Keep in mind these important details when you are driving on the road:  

 Do not drink and drive. 

 Do not use your mobile phone while driving. Use a handsfree speakerphone device if 

you are talking while driving.  

 If you are feeling tired or sleepy while driving, pull over and rest. 

 All vehicle occupants must wear seatbelts.  

 If you are an international student convicted of any driving offense, it may affect 

your future visa applications to remain in the country.  

13.2 Smoking, Vaping, Alcohol, and Drugs  

ICA is a smoke-free campus. If you are a smoker or a vaper, please use the smoking area 

outside of the building, or around the corner but NOT in any doorway entrances or 

passageways. Smoking is also not permitted in any vehicles used for ICA excursions or other 

purposes.  

Drugs not prescribed by the doctor are prohibited. If you are found to be taking or handling 

illegal drugs in campus, you will be immediately referred to the New Zealand Police. 
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13.3 Harassment (Sexual and Non-sexual) 

Any kind of harassment is unacceptable and is regarded as a serious matter. It can happen in 

different forms (i.e., sexual harassment, racial discrimination, or bullying). Harassment 

includes repeated an unwanted behaviour such as offensive comments, rude gestures, or 

inappropriate actions that can make someone feel uncomfortable, threatened, or unsafe. If a 

behaviour or an action is unwelcome and happens more than once, it can still be considered 

as harassment.  

Everyone has the right to feel respected and safe let us help each other make the college a 

safe environment for everyone. If you are aware of any, but not limited to, of the following 

behaviours occurring in campus, inform ICA staff immediately:  

 Requests for sexual favours, including implied or overt promises of preferential 

treatment or threats concerning present or future employment status. 

 Sex-orientated jibes or verbal abuse (i.e., jokes, teasing, or abuse about sexual 

matters). 

 Unwarranted and deliberate physical contact which may include patting, pinching, or 

brushing against someone.  

13.4 ICA Code of Conduct  

ICA is a multi-cultural institution with a diverse and inclusive environment, making it a vibrant 

and engaging place to study. This means that our students must always understand and 

respect the beliefs and values of others. Please refer to Appendix 14 for the ICA Code of 

Conduct. 

13.5 Telephone/Mobile Phone Use 

ICA can receive telephone messages on your behalf and will inform you as soon as possible. 

Mobile phones are allowed, but their use during class time is discouraged. 

13.6 Withdrawal of Tuition Services and Course Dismissal  

If you must withdraw from the course for serious medical reasons, and you provide a valid 

medical certificate or report, ICA will review your case for reimbursement of fees 

consideration in compliance with NZQA requirements.  

It may be necessary for the college to dismiss a student from a course. Course dismissal is 

possible if a student breaks their study contract through one or more of the following actions 

including but not limited to:  

 No authority to study in New Zealand.  

 Poor attendance. 

 Poor class performance (failure to complete all assignments).  

 Harassment (sexual or non – sexual). 

 Behaviour that disrupts the learning of others. 

 Damage of property of other students. 
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 Damage of college property and/or equipment. 

 Breaking New Zealand law/s 

If an enrolment application is found to be inaccurate in any way, the contract may be 

terminated at the discretion of the college. In the unlikely situation that there is a behaviour 

problem with a student, the student shall be given up to one verbal warning. If no 

improvement, the one written warning shall be issued. If there is still no further improvement, 

the student will be dismissed and notified to leave at a set time. The college’s decision is final, 

and the student will not be eligible to return to the course and no refund will be given.  

For serious offense, a student may be dismissed at a short notice. Students faced with 

withdrawal of tuition services and exclusion from a course has a right to have their case 

reconsidered by an external authority – following the grievances, complaints, and appeals 

process. 

Immigration New Zealand will be notified of the termination of enrolment. 

14 Grievances, Complaints, and Appeals  

If you have a grievance or complaint about another person, as assessment, or anything else, 

try to settle the matter within the college first. If it cannot be settled, you may refer your 

problem to an external authority (e.g, NZQA, Study Complaints | Ngā Amuamu Tauira ). ICA 

will be supporting you throughout the process. ICA will supply the external authority with 

information it needs and cooperate with it in any other way necessary.  

14.1 Procedure for Settling Grievance and Complaints 

 First talk to the person/people concerned. 

 If the problem is not resolved, discuss it with a staff member you feel comfortable 

with or a member of the Student Services department. Record the details on Form 6.1 

Fix-It (Appendix 15), form found in the appendices of the student handbook. Keep a 

copy for your own records. It is important to create a written record of your complaint 

or grievance. All parties involved should keep the discussion highly confidential.  

 If the problem is not resolved, submit your complaint form to the Chair of Academic 

Board/Director to discuss on the Senior Management meeting.  

 If a discussion with the Management Team does not find an acceptable solution, the 

Principle/Director will arrange for you to meet with an independent counsellor who 

will investigate the complaint and will report the matter to the Management Team. 

The independent counsellor will interview the person being complaint about and 

record their response. Where the accounts differ, the independent counsellor will 

make a decision to which part of each version are preferred.  

 The independent counsellor will report to both parties and to the Management Team 

with their decision. The Chair of Academic Board/Director will be guided by the report 

in taking action if required.  
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 If the complaint is not resolved to your satisfaction after the independent counsellor’s 

investigation and the actions presented, you may then refer the problem to an 

external organization. The Form 6.1 Fix-It From records whom you ask to reconsider 

your case may be used as an information to send to the external authorities.  

 If the complaint is not resolved internally, you can contact New Zealand Qualifications 

Authority (NZQA) by phone on 0800 697 296 or email qadrisk@nzqa.govt.nz; or 

 If it is a financial or contractual dispute, you can contact Study Complaints | Ngā 

Amuamu Tauira by phone on 0800 006675 or email them at 

help@studycomplaints.org.nz. For more information, visit their website at  

                       https://www.studycomplaints.org.nz/about. 

For more clarification, refer to ICA Flow Chart for Grievances, Complaints, and Appeals 

(Appendix 16). 

15 Staff Contact List  

Staff Position Email 

Senior Management 

James Zhu Executive Director james.zhu@ica.ac.nz 

Dr. Bruce Knox Principal bruce@ica.ac.nz 

Dr. Faiz Rasool Academic Dean  faiz@ica.ac.nz 

Academic Department 

Dr. Mustafa Fadhel Programme Leader (DME) / Quality and 
Compliance HOD 

mustafa.i@ica.ac.nz 

Dr. Jahan Ali Programme Leader (IT) and (DEE) / 
Senior Lecturer  

jahan.a@ica.ac.nz 

Snehalata Thakur Programme Leader (DCE) / Senior 
Lecturer 

sneha@ica.ac.nz 

Amanda Sun Head Teacher  amanda@ica.ac.nz 

Victoria Lin Head Teacher victorialin@ica.ac.nz 

Administration, Student Support, and Marketing 

Lynsey Yang HR & Accounts HOD lynsey.y@ica.ac.nz 

Jacia Afrin Administration Manager jacia@ica.ac.nz 

Julieanne Uy Marketing  julieanne@ica.ac.nz 

Kevin Wang Marketing - China kevin.w@ica.ac.nz 

Charitha Kandage Marketing – Sri Lanka charitha@ica.ac.nz 

Tai Vo (Tony) Marketing Assistant tai@ica.ac.nz 

Mercy Bollam Marketing Assistant support@ica.ac.nz 

Rishan 
Chathuranga 

Digital Marketer / IT Support it.support@ica.ac.nz 

Amani Fernando Industry Liaison industryliaison@ica.ac.nz 
 

16 Conclusion 
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Thank you for choosing to study at International College of Auckland. We strive to provide 

you with a positive, supporting, interesting, and a conducive learning environment. Please 

don’t hesitate to contact any staff should you require any assistance. We hope that you enjoy 

your education journey with us.  

Please read and understand the guidelines for student behaviour, actions, or circumstances 

that could result in dismissal, refund and withdrawal policies, and procedures for settling 

grievances and complaints (Appendix 17). 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 1:  
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Summary of the Education (Pastoral Care of Tertiary and International 

Learners) Code of Practice 2021 

What is the Code? 

New Zealand education providers have an important role in ensuring the wellbeing of their 

tertiary and international students. The Code sets out the minimum standards of advice and 

care that are expected of education providers for the learners. This ensures students coming 

from other countries to study in New Zealand as well as domestic learners are well informed, 

safe, and properly cared for. 

New Zealand defines international students as those that are not domestic students. There is 

further information about this on the New Zealand Ministry of Education website at 

www.education.govt.nz. 

The New Zealand Qualifications Authority (NZQA) is the administrator of the Code on behalf 

of the New Zealand government. 

Who does the Code apply to? 

The Code applies to education providers (registered schools, registered private training 

establishments, Te Pukenga, Universities, Wananga) who:  

 Enrol international learners; 

 Enrol domestic tertiary students, and/or; 

 Enrol (with a tertiary provider) industry trainees or apprentices  

A list of education providers that have signed up to the Code is available on the NZQA website 

at www.nzqa.govt.nz. 

How can I get a copy of the Code? 

You are encouraged to read the Code, which is available on the NZQA website in several 

languages. If you have further questions about the Code you can email 

code.enquiries@nzqa.govt.nz.  

What can you expect of an education provider? 

Students and their families can expect education providers to: 

 Provide clear, sufficient and accurate information so you can make informed choices 

about your education. 

 Give you clear, understandable information on your legal obligations and rights, 

including refund policies, and termination of your enrolment under any contracts you 

enter into with the provider. 

 Check that you have the prescribed insurance cover. 

 Provide a safe and supportive environment for study. 

 As far as practicable, ensure you live in accommodation that is safe and appropriate 

http://www.education.govt.nz/
http://www.nzqa.govt.nz/
mailto:code.enquiries@nzqa.govt.nz
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 Provide you with a comprehensive orientation programme to support you in your 

study and outline your obligations. 

 Monitor their agents to ensure they provide you with reliable information and advice 

about studying, working and living in New Zealand. 

 Ensure that the educational instruction on offer is appropriate for your expectations, 

English language proficiency, and academic capability. 

 Have proper policy and processes in place to safeguard students’ fees paid and be able 

to provide an appropriate refund if you withdraw or your course closes. 

 Ensure you have access to proper and fair procedures for dealing with grievances 

(concerns or complaints). 

What if something goes wrong? 

If you have concerns about how your education provider or an agent is treating you, you 

should first contact your provider and follow their grievance procedure. 

Education providers must have an internal grievance procedure to listen to and deal with any 

concerns or complaints to ensure a fair result. 

They will have designated a person who you can talk to and who will advise you on how to 

address your concerns or complaints. This may be the principal or the international student 

director. 

If the provider’s grievance process does not address your concerns or complaints, you can 

contact: 

 NZQA (for concerns and complaints about a provider breaching the Code) or 

 Student Complaints | Ngā Amuamu Tauira  (for concerns and complaints about money 

or contracts). 

Is your complaint about a provider breaching the Code? 

As the Code administrator, NZQA has the legal authority to investigate potential breaches of 

the Code. It has a process for finding out if the concern or complaint is valid and if a provider 

has breached the Code. This includes getting information from both the student who has 

raised the concern or complaint and the education provider. 

For information about how to make a complaint see the NZQA website 

https://www.nzqa.govt.nz/about-us/make-a-complaint/make-a-complaint-about-a-

provider/ 

 

 

Is your complaint about money or contracts? 

https://www.nzqa.govt.nz/about-us/make-a-complaint/make-a-complaint-about-a-provider/
https://www.nzqa.govt.nz/about-us/make-a-complaint/make-a-complaint-about-a-provider/
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Student Complaints | Nga Amuamu Tauira is an independent service provided by the New 

Zealand government that can help you resolve concerns and complaints that are about money 

or contracts with an education provider. The service is free. 

 

You can contact Student Complaints | Ngā Amuamu Tauira  in a few ways: 

Website: www.studycomplaints.org.nz 

Email: help@studycomplaints.org.nz 

International phone number: +64 4 918 4987 

Freephone (within New Zealand): 0800 00 66 75 

 

On social media: 

Facebook: www.facebook.com/study.complaints/ 

Instagram: www.instagram.com/studycomplaintsnz/ 

 

Post: 

P.O. Box 2272 

Wellington 6140 

New Zealand 

 

Full details of what is covered can be found in the Code itself. A copy of the code can be found 

on the New Zealand Qualification Authority’s (NZQA) website or upon request from your 

provider.  

 

 

 

 

 

 

Appendix 2: 



34 

 

©International College of Auckland 
PH: 09-3099558 Email: enrol@ica.ac.nz                                                                                                                                      
Student Handbook – September 2025 
  
 

 

 

 

 



35 

 

©International College of Auckland 
PH: 09-3099558 Email: enrol@ica.ac.nz                                                                                                                                      
Student Handbook – September 2025 
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Form 6.28: Request to Withdraw 

Please complete this form below and return it to:  

INTERNATIONAL COLLEGE OF AUCKLAND  

Level 3, 520 Queen Street, Auckland 1010 

 

Personal Details  

 

Please print  

Name:________________________________ 

Student ID: __________________ 

Date:           ____________________________  

Address: 
________________________________________

________________________________________

________________________________________ 

Phone 

Number:____________________________ 

In accordance with the conditions contained in the Student Handbook, I hereby request 

withdrawal from the following programme/course:  

 

Course :   

 

Reason for withdrawal  

 

 

 

 

Office Use Only  Date of Leaving Programme/Course:  

 

Withdrawal Fee  

Withdrawal with no refund  

 

Withdrawal with full or  

partial refund  

Refund payable to: 

 

 __________________________________ 

Current account balance: $  

 

_____________________________  

Payment Method  

 

Cheque 

 

Cash  

Refund approved:   Yes   No  

Student Advised:  

EFTS Load:  

Approved by:  

Designation:  
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  Date:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 4:  

Form 6.29: Request for Refund of Fees  
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Name of Student:  _________________________________________________________  

ID No:    ________________________________________________________  

Course:   _________________________________________________________ 

Address:   _________________________________________________________  

_________________________________________________________  

_________________________________________________________  

 

To  

The Principal  

International College of Auckland  

PO Box 5337 

Wellesley St 

Auckland 1141  

New Zealand  

 

Dear Sir/Madam 

Application for Refund of Fees  

I wish to apply for a refund of fees because  

 

 

 

 

 

 

 

Please pay my refund with a cheque made out to me and sent to my address shown on this 

letter.  

 

Yours sincerely  

 

Office Use: 
___________________________________________________________________________ 

 

 

Appendix 5:  

Form 6.13: Change of Details Form 
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Please complete the details below and return to:  

The Administration Manager:  

INTERNATIONAL COLLEGE OF AUCKLAND  

PO Box 5337, Wellesley St, Auckland 1141 

 

 

 

Notification of Change of 

Address/Details 

 

Country of origin 

NZ Accommodation  

 

[Please tick appropriate 

box] 

(Please identify self and name of emergency contact person(s) 

Student Name: ______________________________________ 

ID：_______________________                    

Emergency contact:   __________________________________ 

Your new type of accommodation: House / Flat / Homestay / 

Other (Please circle). If “other” please describe  

Your new address: __________________________________ 

                               __________________________________ 

                               __________________________________ 

Your new phone number: _____________________________ 

Your new/current email: ________________________________ 

Any change of Immigration Status: ________________________ 

Signature:        ________________________________________ 

Date of Reporting Change_______________________________ 

 

Office Use Only 

Changes updated 

Signature: ____________________________________________ 

Date: ________________________________________________ 

Appendix 6:  

ICA Student Health and Safety Handbook 
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Health and Safety is taken very seriously in New Zealand. The Health and Safety at Work Act 

2015 (HSWA) came into effect from 4th of April 2016. A guiding principle of HSWA is that 

workers and other persons should be given the highest level of protection against harm to 

their health, safety, and welfare from work risks as is reasonably practicable. 

For more information http://www.business.govt.nz/worksafe/. 

Emergency Evacuation  

IF THE ALARM SOUNDS OR YOU ARE INSTRUCTED TO EVACUATE: 

• Evacuate the building immediately using the nearest safe fire exit; 

• Do not linger to collect personal belongings;  

• Do not stop to pack your bag; 

• Do not carry food or drinks; 

• Assist any persons with disabilities; 

• Do not use the lifts to evacuate; 

• Proceed to your assembly areas  

• Do not re-enter the building until the Fire Service has given the “All Clear”. 

•  

Fire Wardens: 

• Jacia Afrin (primary) and Lynsey Yang (secondary) for Auckland Campus 

First Aiders: 

• Jacia Afrin, Snehalata Thakur, Lynsey Yang for the Auckland Campus 

 

Reporting of Hazards 

When a student identifies a hazard, he or she shall report it to the tutor/lecturer, the 

receptionist or Site Managers immediately.  

Location of Equipment  

First aid kits are kept at the reception. 

There are fire extinguishers located at the reception and by the hallways. 

Fire hoses and fire alarm boxes are located by the hallways. 

It is important to keep all the smoke stop doors closed. 

 

 

http://www.business.govt.nz/worksafe/
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Appendix 7: 
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Appendix 8:  
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Appendix 9:
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Appendix 10: 

Form 6.30 Accommodation Monitoring  
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Appendix 11:  

Specialist Support Contact Details - Auckland 

Asian Health Support Service  
North Shore and West Auckland  
Phone: 486 8314 
Address: 3 Mary Poynton Crescent, Takapuna 
 
 

Auckland DHB ( District Health Board) 
Community Mental Health Services 
St Lukes Centre 
Phone: 845 0941 
            0800 845 094   
W: www.adhb.govt.nz 
Address: 615 New North Road, Kingsland, 
Auckland 
 

Chinese Mental Health Consultation 
Services 
 
134 Pah Road, Royal Oak 
Phone: 624 3880 
 

Mental Health Foundation of New Zealand 
Unit 109-110, Zone 23 
23 Edwin St 
Mt Eden 
Phone: 623 4812 (info officers) 
            623 4810 (receptionist) 
 

Auckland Family Counselling and 
Psychotherapy Centre 
 
33 Owens Road, Epsom 
Phone: 638 7632 
 

Community Council on Alcohol and Drugs 
Addiction 
Phone: 0800 855 066 
Web:  www.adanz.org.nz 
Email: info@health.govt.nz 

Auckland Central City Mission 
140 Hobson Street 
Phone: 303 9200 

Alcoholics Anonymous 
78 Pitt St 
Auckland Central  
Phone: 366 6688   
Web: www.aa-auckland.org.nz 
 

The Salvation Army 
691A Mt Albert Road 
Royal Oak 
Phone: 639 1103 
Web:  www.salvationarmy.org.nz 
 

Auckland Sexual Health Service 
16 Park Road 
Grafton 
Phone: 0800 739 432 
 

Auckland Sexual Abuse HELP 
2 Conway Road 
Mt Eden 
Phone: 623 1700 (24 hours) 
 

AIDS Hotline 
31 Hargreaves St, St Marys Bay, Auckland 
Phones: 0800 802 437 and 309 3149 
 

 

 

http://www.adhb.govt.nz/
http://www.adanz.org.nz/
mailto:info@health.govt.nz
http://www.aa-auckland.org.nz/
http://www.salvationarmy.org.nz/
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Specialist Support Contact Details – Auckland (Continued) 

Gamblers Anonymous 
Phone: 0800 654 655 
 

Gayline /Lesbian line 
Auckland Gay/Lesbian Welfare Group 
Level 2, 39 Anzac Avenue 
Auckland Central  
Phone: 309 3268 
 

Disabled Citizens Society 
421-423 Dominion Road 
Mt Eden 
Phone: 638 8153 
 

It’s not OK Campaign 
Family Violence Information Line 
Phone: 0800 456 450 

Immigration New Zealand Dropbox 
20 Amersham Way 
Manukau 
Auckland 2104 
 
 

Legal Information Service 
PO Box 6125  
Wellesley St,  
Auckland Central 
Phone: 376 9383 

Tenants Protection Association 
2nd floor, 147 Great North Rd,  
Grey Lynn  
Phone: 360 1473 
 
 

Tenancy Services 
Level 11 
Reserve Bank Building 
67 Customs Street 
Auckland Central  
Phone: 0800 836 262 
 

 

Further Information (directories of support organizations – ask at the Help desk, Level 2, 
Auckland Central Library, Rutland Street, Auckland Central 
 

The GM Resource and Referral Directory 
(Auckland/Northland) 
 
 

Community Help: The New Zealand 
Directory of Services 
 
 

Youth Services Directory 
(published by Youthline) 
 
 

Auckland Community Resources Directory 
(published by Lifeline and Inter-Church 
Counselling Service) 
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Appendix 12:  

Accommodation Options - Auckland 

Suitable for 18 years or older 

Choice Plaza 
10 Wellesley Street East 
Auckland Central 
Phone: 09 309 8802 
Web: www.hostelnz.co.nz 
 

The Railway Campus 
26 – 28 Te Taou Cres 
Auckland Central 
Phone: 0800 247481 

YWCA 
103 Vincent St 
Auckland Central 
Phone 09 377 8763   
Fax: 09 375 3093 
email: hostel@akywca.org.nz 
 

Oaklands Lodge 
5A Oaklands Road 
Mt Eden, Auckland   
Phone: 09 887 9425 
 

Central Hostel 
47 St Pauls Street  
Auckland Central  
Phone: 09 377 6889 
Web: www.centralhostel.co.nz  
 

Eden Lodge 
78 Owens Road  
Mt Eden, Auckland 
Phone: 09 630 0174 
 

Zest OK Auckland 
110 Grafton Road 
Auckland 
Phone: 09-553 9467 
 

Rocklands Accommodation 
187 Gillies Avenue 
Epsom, Auckland 
Phone: 09 630 0845  
Fax: 09 630 9721 
Web: www.rocklands.co.nz 
 

Princeton Apartments 
30 Symonds Street 
Auckland Central 
Phone: 09 950 8300 
Web: www.princeton.net.nz 
Email: info@princeton.net.nz 
 

Empire Apartments 
21 Whitaker Place, Grafton, Auckland 
Phone: 09-950 9000 
Web: www.empireapartment.co.nz 
Email: info@empireapartment.co.nz 
 

 

 

 

 

http://www.hostelnz.co.nz/
mailto:hostel@akywca.org.nz
http://www.centralhostel.co.nz/
https://www.google.com/search?ei=9qAbYMrIH8n0rAGqiJuICQ&q=Huia+Residence+Hostel&oq=Huia+Residence+Hostel&gs_lcp=CgZwc3ktYWIQAzIFCCEQoAE6EQguEMcBEK8BELADEJECEJMCOgkIABCwAxAHEB46BQgAELADUJdnWJdnYJRuaAFwAHgAgAHLAYgBlAOSAQMyLTKYAQCgAQKgAQGqAQdnd3Mtd2l6yAEKwAEB&sclient=psy-ab&ved=0ahUKEwjKm-am2c_uAhVJOisKHSrEBpEQ4dUDCA0&uact=5
http://www.rocklands.co.nz/
http://www.proinceton.net/
mailto:info@princeton.net.nz
mailto:info@empireapartment.co.nz
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Appendix 13:  

General Support Contact Details – Auckland  

 

IN CASE OF AN EMERGENCY CALL -  111 

Lifeline and Interchurch Counselling Services 
 
95 Great South Road 
Epsom 
Phone: 522 2999 (24 hours) 
            0800 543 354 
 
Also at 
95 Great South Road: Chinese Lifeline 
Phone: 522 2088 
 
Crisis counselling of all kinds 
 

Youthline 
Phone: 0800 376 633 
Email:  youthline@youthline.co.nz 
Web:  www.youthline.co.nz 
 
Crisis counselling of all kinds – 
anxiety, risk, personal, crisis, etc.  
 
 

Citizens Advice Bureau (CAB) - Auckland 
305 Queen Street 
Phone: 377 3314 
            0800 367 222 
 
Free advice about anything. Referral to other 
agencies which can help 
 
 

Shakti Migrant Services Trust 
5A Jordan Avenue 
Onehunga 
Phone: 634 5426 
Postal address: PO Box 24448, Royal 
Oak, Auckland 
 
General advice and support 

 

 

 

 

 

 

 

 

 

mailto:youthline@youthline.co.nz
http://www.youthline.co.nz/
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Appendix 14:  

ICA Code of Conduct 
 

INTERNATIONAL COLLEGE OF AUCKLAND 

CODE OF CONCUCT 

 

ALL STAFF MEMBERS AND STUDENTS SHOULD:  

I. Show respect for the law and college governance. 

 

II. Act in accordance with the college goals, policies, and procedures. 

 

III. Treat other staff members and students with courtesy, fairness, and equity. 

 

IV. Engage in conduct that is non-discriminatory on the basis of sex, race, sexuality, 

disability, cultural background, religion, marital status, age, union affiliation, 

political conviction, or family responsibilities. 

 

V. Avoid behaviour that may be reasonably perceived as harassing, intimidating, 

overbearing, bullying, or physically or emotionally threatening. 

 

VI. Be responsive, courteous and prompt in dealing with other staff members and 

students. 

 

VII. Carry out their duties in a professional, responsible, and conscientious manner. 

 

VIII. Make sure that computing resources are not used for any illegal or unethical 

purposes and should not be used for recreational or personal use. 

 

IX. Refrain from acting in a way that would unfairly harm the reputation and career 

prospects of other staff members, students, or ICA.  
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Appendix 15:  

Form 6.1: Complaints Fixit Form  

Who? All students and staff           When? An issue arises 

We want to hear about your concerns. Please tell us about them early. We aim to settle 

problems within three to four weeks of receiving notice from you.  

Try to deal with problems through talking directly with the people concerned. If this does 

not get results, complete this form and give it to the Principal.  

Your Name and Contact Details  

___________________________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________ 

 

Details of Problem 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

Signed ___________________________ Date ___________________  

 

Actions taken  

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

Signed Principal _________________________ Date ________________  



Appendix 16: 

 

 



Appendix 17: Student Acknowledgement Form 

Student Statement: I have read and understood the guidelines for student behaviour, actions, or circumstances 

that could result in dismissal, refund and withdrawal policies, and procedures for settling grievances and 

complaints. 
Student Name:__________________________________ Student ID:_________________ 

Signature:______________________________________ Date: ______________________ 

Dismissal from a Course 
It may be necessary for the College to withdraw tuition from a student and ask him or her to leave a 
course. Exclusion takes place if a student breaks their study contract through one or more of the following 
actions: 

- no authority to study in NZ 
- poor attendance 
- poor performance (failure to complete assignments) 
- harassment or sexual harassment 
- disrespectful behaviour towards staff 
- loud behaviour that disrupts the learning of others 
- damage to property of other students 
- damage to ICA premises or equipment. 
- breaking the law 

If an enrolment application is found to be inaccurate in any way, the enrolment contract may be terminated 
at the discretion of the college. In the unlikely situation that there is a behavioural problem, the student will 
receive two verbal warnings. If the situation does not improve, a formal written notification will be given to 
the student. Should there be no further improvement after the warning letter, the student will be terminated 
from the course and shall leave the course at a set time, upon the discretion of the management. Upon 
termination, the student will not be eligible to return to the course and no refund will be given. For serious 
offences a student may be dismissed at short notice. Student faced with withdrawal of tuition services and 
exclusion from a course has the right to have their case reconsidered by an external authority. 
Grievances, Complaints and Appeals 
If you have a grievance or complaint about another person, an assessment, or anything else mentioned in 
this handbook, you should first try to settle the matter within the College. If it cannot be settled at this 
level, you may refer your problem to an external authority e.g. NZQA and you will have the full support of 
ICA while it is dealt with. ICA will supply the external authority with information it needs and cooperate 
with it in any other way necessary. 
Procedures for Settling Grievances and Complaints 
In the first instance, issues should be discussed with the person/s involved. If the problem is not resolved, 
discuss it with a staff member or a student services officer that you are comfortable with. Failing a 
satisfactory resolution, the student may make an appointment or write to the Management. If the discussion 
with the Management Team does not find an acceptable solution, an independent counsellor will be 
appointed to the student to investigate the complaint and report to the Management team. Where the 
accounts differ the independent counsellor will make a decision as to which parts of each version are 
preferred. The independent counsellor will then report to both parties and to the Management Team with 
their decision. Management will be guided by the report in taking action if required. If the proposed 
resolution is not satisfactory, the student may refer the issue to the external organisations below: 
New Zealand Qualifications Authority (NZQA) by phone on 0800 697 296 or email qadrisk@nzqa.govt.nz; or 
iStudent Complaints by phone on 0800 00 66 75 for financial and contractual dispute. 
Refund and Withdrawal Policy 

1. If a student’s visa is declined by INZ, the student will be entitled for a full refund of fees less $500 of 
the total fees paid. 

2. If a student withdraws before the commencement date, the student will be entitled for a full refund 
less 25% of the total fees paid.  

3. If a student withdraws before the first 10 working days after and including the scheduled 
commencement date of the course, s/he will be refunded in full less a deduction for costs incurred by 
ICA, up to a maximum of 25% of the total fee paid. ICA will provide the student with the details of the 
cost components for the purpose of working out the maximum deductible percentage.  

4. If a student withdraws on day eleven or later of the course, the student will not be eligible for a 
refund of fees unless there are exceptional circumstances. This will be at the discretion of the 
management and will be considered on a case to case basis. The student should provide 
documentation to support such application. Documentation must be made within one month of the 
last day of attendance. The management will make no refund where a student has been expelled, or 
where a student wishes to transfer to another school, or where a student’s enrolment application is 
found to be inaccurate in any way and the contract is terminated.  

5. A student may be allowed to join a course as a late arrival after the scheduled commencement date. 

mailto:qadrisk@nzqa.govt.nz

