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  International Students

Main College Office
Scots College

P O Box 15064

Miramar

Wellington 6243

New Zealand

Phone  +64 4 388 0850 

Fax +64 4 388 2887

www.scotscollege.school.nz

Headmaster
Mr Graeme Yule 

PA Maria Calcott 

hmpa@scotscollege.school.nz

International Office
Phone   +64 4 803 0591

Fax +64 4 388 2887

Director International Services:
Mr Guy Pascoe

pascoeg@scotscollege.school.nz

Assistant Director of  International 
Services:
Ms Leanne Jenkins

jenkinsl@scotscollege.school.nz 

P: +64 4 803 0589 Mb: +64 21 318 955

International Services Co-ordinator:
Ms Diana Tan 

tandi@scotscollege.school.nz 

P: +64 4 388 00850 Ext 508  

Mb +64 21 150 1980 

International Recruitment Manager:
Ms Nicole Yin

yinn@scotscollege.school.nz

Administration Assistant:
Ms Elok Halimah

halimahe@scotscollege.school.nz

 
Boarding House (Gibb House)
Director of  Boarding  
Mr Gary Henley-Smith 

P: +64 4 380 7655  Mb +64 27 770 4344 

A/H +64 4 388 9046

Assistant Directors of  Boarding  
Mr Nick Sinnamon

P: +64 4  388 0850 Ext 813  

Mb: +64 27 378 8271

Mr Mike McKnight 

P: +64 27 927 1914

Matrons  
Ms Tania Steadman 

P: +64 4 388 6985 Mb: +64 27 588 0875

Ms Blossom Cameron 

Mb: +64 21 645 989

Chaplain  
Mr David Jackson 

jacksond@scotscollege.school.nz 

P: +64 4 388 0862

Emergency  
In an Emegency dial 111  
for Police, Fire and Ambulance 

You will be given a wallet size card with 

contact people and their phone numbers.  

This should be kept with you at all times.

The country telephone code for New Zealand 

is 0064. The city code for Wellington is 04

When calling a New Zealand mobile from 

outside of  New Zealand, drop the zero at the 

start of  the number 

ie 021 868 837 becomes 0064 21 868 837
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Code of  Practice, Immigration, Health & Insurance 

Scots College has agreed to observe and be bound by the Education (Pastoral Care of  

International Students) Code of  Practice. Copies of  the Code are available available to 

download from the New Zealand Qualifications Authority website at www.nzqa.govt.nz

Also refer to Appendix 1 “Summary Code of  Practice 2016” at the end of  this handbook.

Immigration
A student is considered an ‘International Student’ if  they do not hold a New Zealand passport 

or residency, and are required by Immigration New Zealand to hold a Student Visa.

Full details of  visa and permit requirements, advice on rights to employment in New Zealand 

while studying and reporting requirements are available from Immigration New Zealand and 

can be viewed on their website at www.immigration.govt.nz 

Health
Eligibility for Health Services: Most international students are not entitled to publicly funded 

health services while in New Zealand. If  you receive medical treatment during your visit, you 

may be liable for the full costs of  that treatment. Full details on entitlements to publicly-funded 

health services are available through the Ministry of  Health and can be viewed on their website 

at www.moh.govt.nz

Insurance
All International Students (including group students) must have a New Zealand based 

comprehensive travel, medical and personal insurance policy in place prior to departing from 

home, and for the duration of  their stay in New Zealand. The College will arrange for medical 

and travel insurance for the duration of  the student’s enrolment at the parent’s expense.

Accident Insurance
The Accident Compensation Corporation provides accident insurance for all New Zealand 

citizens, residents and temporary visitors to New Zealand, but you may still be liable for all 

other medical and related costs. Further information can be viewed on the ACC website at 

www.acc.co.nz

Medical and Travel Insurance
International Students (including group students) must have appropriate and current medical 

and travel insurance while in New Zealand. 

Application Information, Requirements & Procedures

Scots College welcomes applications from students from overseas.

International Students participate in mainstream classes with the College providing additional 

English language tuition if  required. 

Each International Student receives a comprehensive plan for their study. This outlines 

everything involved in an English speaking, mainstream education at Scots College.

The College reserves the right to change a student’s year level if  the course requirements or 

English language level are too demanding. The College may recommend that the student takes 

an English language course before coming to study at Scots College.

Once an International Student commences with Scots College, a carefully planned programme 

is put in place to ensure they receive high quality pastoral care.

The Director/Assistant Director of  International Services manages all major concerns relating 

to the students and the Headmaster manages an overview at all times.

Age & Entry Level
Scots College accepts International Students from Year 1 - 6 (aged 5 to 10 years) if  living in 

Wellington with a parent. The College recommends that all international students in Year 7 and 

8 who are in New Zealand without a parent live in the College boarding house. Students in  

Year 9 and above have the option of  Homestay or Boarding. 

English Language
All applicants must be able to demonstrate a minimum capability in spoken and written English 

to be enrolled. English ability will be assessed via an interview, either online (e.g. Skype) or face 

to face.

The acceptance of  an application is provisional on the English Language level and academic 

achievement being suitable for the courses that Scots College offers. If  the course requirements 

or English Language level for the year requested by the parents proves to be too demanding, 

the College reserves the right to change the year level. 

If  a student does not have sufficient command of  the English language to manage the 

mainstream classroom programme, it may be necessary for them to undertake a period of  

intensive language study at an English Language School recommended by the College, at the 

parent’s expense, before entry to Scots College can take place. The College is able to assist in 

making arrangements for this.
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The College does offer a short-term intensive language programme in their ‘Language Nest’ 

as well as providing ESOL classes (English for speakers of  Other Languages). Students will be 

placed in these classes as needed depending on their language ability.

Guardianship
If  a student’s Parents or Legal Guardian are not living in Wellington during the time the student 

attends the College, the College will act as a Guardian for the student. Parents may elect to 

have an external Guardian, and the College can arrange this for an additional fee.

Funds
The College will hold funds in trust on behalf  of  the student and the parents, and will control 

all monies.

Pastoral Care & Supervision
A programme is put in place to ensure that International Students receive comprehensive 

pastoral care. As with all students, they are placed in a House or group and the House Dean 

monitors academic and personal development and reports to parents. 

The College oversees all aspects of  the student’s life. 

The Boarding House Matron, together with the Director/Assistant Director of  International 

Services/Director of  Boarding and Boarding House staff, maintains a close interest in our 

overseas students who are boarders. The Director/Assistant Director of  International Services 

deals with all major concerns relating to the students and the Headmaster keeps a careful 

overview.

Enrolment Conditions 
All conditions that are part of  the contract with parents, including the application forms, 

contractual agreement, the fees refund policy and other school policies apply, in addition to the 

conditions listed here: 

Students and parents or legal guardians must accept and abide by the College rules and 

expectations regarding behaviour and conduct. Unacceptable behaviour may result in the 

termination of  tuition. Parents will be given a Standards and Expectations Handbook prior to 

enrolment. This is also available from the College website at www.scotscollege.school.nz

Students must observe the laws of  New Zealand. All disputes will be dealt with in New Zealand 

law.

Students must observe the conditions of  their visa. If  a student breaks the terms of  the visa, 

the school will report the fact to Immigration New Zealand, which may result in the student 

having to leave New Zealand.

The student will attend the school on all occasions when it is open unless prevented by illness 

or other urgent cause. 

Application Procedure
When a student applies to enrol the following information will be emailed to you:

 1. Prospectus

 2. College fees 

 3. International Student Enrolment & Orientation Handbook (this handbook)

 4. Application for International Enrolment

 5. Refund Conditions & Fee Protection form (conditions outlined in this handbook)

 6. Gibb House (Boarding) application form (if  applicable)

 7. Standards and Expectations Handbook

 8. Student Handbook

All of  the above documents are available on our website www.scotscollege.school.nz.

Once the application form has been completed they should be submitted online to  

pascoeg@scotscollege.school.nz or sent to Guy Pascoe, Director of  International Services  

PO Box 15064, Miramar, Wellington 6243.

For forms that are submitted online, the College will deem that you have read the forms, have 

authorised them and will abide by them even without your signature.

Your Application for International Enrolment and Refund Conditions & Fee Protection form 

must be accompanied by a colour photo of  the student.

Once a completed Application for International Enrolment is received, the Director of  

International Services will arrange a time for an online interview.

Subject to a successful interview and availability of  a place, the following forms will be emailed 

to you:

 1. Offer Letters (dependent upon the student’s level of  English) specifying the course start 

and completion date, guarantee and compliance of  accommodation and invoice  for the 

first year of  study

 2. Contractual Agreement form

 3. Refund Conditions and Fees Protection Form

 4. Confirmation of  Acceptance form

 5. Confirmation of  Boarding form (if  applicable)
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If  there is not a place available for you, a letter will be sent to notify you of  this.

The place of  offer is conditional on the return of  the:

 1. Confirmation of  Acceptance forms

 2. Refund Conditions & Fee Protection form

 3. Contractual Agreement form

 4. Payment of  an Enrolment Processing Fee of  $500.00, followed by payment of  full fees, 

by the date specified in the Offer of  Place. 

Once the forms have been received and fees paid, a place will be reserved for the student.

Insurance will be raised by the College, at the parent’s expense or proof  of  an insurance policy 

is required.

A student visa must be applied for by the parents or agent if  applicable.

Accommodation – Boarding & Homestay

International students may choose from a range of  accommodation options. 

7-day Boarding accommodation is available in the College Boarding House (Gibb House). 

Homestay accommodation is arranged by the College during holidays and exeat weekends 

when the Boarding House is closed.

International Students may also choose to live full time in fully supervised Homestay 

accommodation. All Homestay accommodation is pre-arranged and vetted by the College. At 

all times, whether at school or in homestays, students are required to abide by the standards 

and rules of  the College.

Scots College undertakes to comply with the accommodation provisions set out in the 

Education (Pastoral Care of  International Students) Code of  Practice. The categories of  

accommodation that will be accepted by the College are: 

 i) Living with a parent 

 ii) Living with a designated caregiver 

 iii) Living in a Homestay  

 iv) Temporary accommodation for group students and short courses only

 (v) College Boarding House or approved licensed Hostel 

Policy objectives

 1. To provide a suitable living environment conducive to study, and a safe and supportive 

home life.

 2. To involve the residential carer in the welfare of  a student away from the student’s family 

and home country.

 3. To assist the student to successfully integrate into the New Zealand lifestyle.

 4. To work towards the overseas parents’ peace of  mind knowing that the student is well 

cared for and happy in New Zealand.

Provision of  accommodation
Scots College will arrange accommodation for international students. 
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Administrative requirements and understandings
General 

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

 2. All accommodation queries and issues will be dealt with initially by the designated 

person for accommodation: for Boarding House – Matron; Homestays – International 

Services Co-ordinator. Pastoral care issues or concerns arising from accommodation 

arrangements will be referred to the Director/Assistant Director of  International 

Services.

 3. For each student, the full name, current address, contact phone number, occupation and 

relationship to student of  the residential caregiver will be held by Scots College.

Students not living with a parent

For all students not living with a parent:

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

• An on-site assessment to determine that living conditions are of  an acceptable standard

• If  a Homestay or designated caregiver, an assessment to determine that the 

accommodation type is not a boarding establishment

• An assessment of  the homestay family’s suitability and whether they will provide a safe 

physical and emotional environment

 2. Each student will be interviewed at least quarterly to ensure that their accommodation is 

suitable.

 3. All accommodation residences will be visited at least once a year to ensure that they 

remain suitable.

 4. Police vetting will be carried out on all adults aged 18 years and over living in a 

Homestay used by a student. 

 5. Scots College will conduct follow-up visits if  there are reasonable grounds to suspect that 

the accommodation has become unsuitable. 

Gibb House Boarding

 1. Students living in Gibb House are required to exhibit appropriate behaviour.

 2. A separate Gibb House Handbook will be distributed to all boarders outlining rules and 

expectations of  the boarding house.

 3. The minimum boarding period, unless otherwise arranged with the College, is one term.

 4. A full term’s notice must be given in writing to the Director of  Boarding should a student 

withdraw from the boarding house.

Homestay

 1. Students staying in a Homestay are required to exhibit appropriate behaviour.

 2. Where a student’s behaviour or demands are such that the homestay family can not        

reasonably be expected to have the student continue in their care, accommodation 

provided by the homestay may be discontinued.

 3. Where the Homestay student wishes to withdraw from the programme, at least one term’s 

notice must be given in writing to the Director/Assistant Director of  International Services.

 4. Advice and support for homestay families will be provided by the the International  

Services Co-ordinator.

Designated Caregivers

 1. Parents of  each student living with a designated caregiver are required to sign an 

indemnity document stating that the designated caregiver is a relative or close family 

friend, and that the parents have selected the accommodation for their child, subject to 

Scots College inspecting the accommodation.

 2. On or before enrolment, Scots College will meet and establish communication with the 

designated caregiver.

 3. Designated caregivers are required to sign a designated caregiver agreement

 4. The relationship between the designated caregiver and student’s parents may be checked 

to confirm that they are a bona fide relative or parent’s friend.
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Accommodation – Division of  Responsibility 

Scots College will be responsible for:

• Providing a 24/7 emergency contact person for problems with accommodation

• Selecting, monitoring and approving all accommodation

• Providing a support infrastructure for homestay carers

• Recording the results of  all accommodation assessments

• Recording the results of  all quarterly student interviews

Homestay carers
Scots College will expect all residential homestay carers to:

• Provide a safe and friendly living and studying environment

• Provide day to day care including:

– 3 meals a day and access to snacks

– bed and bedding

– study desk and chair

– adequate bedroom furniture to store clothes, books etc

– adequate lighting

– adequate heating

– helping with transport arrangements to and from College

– bathing/showering/bathroom access

– laundry

• Treat the student with respect

• Make the student feel comfortable and part of  the family

• Set reasonable rules and boundaries & discuss expectations of  these with the student

• Monitor and record communication with parents

• Notify the College if  there are any changes or additions to the household

• Notify the College immediately if  there are any problems with the student. Eg. medical 

condition, misconduct

• Notify the College immediately if  the student seems very homesick or depressed

• Look after the student in their home to the best of  their ability

Host Families will not be expected to:

• Pay for toll or mobile phone calls

• Cook special food

• Insure the student’s goods or pay for property the student damages or loses

• Offer accommodation to visiting friends or relatives

• Comply with unreasonable requests

Students are expected to obey the laws of  New Zealand and accept the discipline of  

the College and homestay family with guidance from the Director/Assistant Director of  

International Services.

If  there is a problem, there are a number of  people to talk to – the homestay family, the 

Director/Assistant Director of  International Services, the designated caregiver (if  applicable) 

and the International Services Co-ordinator. Each student will be given contact numbers for 

these people.

The Homestay provider has a similar copy of  guidelines.

Students will be required to sign a contractual agreement which also has similar information.
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Orientation & Support Programme

At the beginning of  each year Scots College welcomes all new students, international, national 

and local, to the College with a variety of  orientation activities co-ordinated by the House 

Deans and senior students and formed around the College House system. This establishes firm 

friendships and knowledge of  College life in a way that allows all to learn together.

Scots College belongs to the Wellington Private Education Network (WPEN) who run 

StudyCare. StudyCare is designed to provide International Students from four of  New 

Zealand’s leading private schools - Scots College, Chilton St James School, Samuel Marsden 

School and St Mark’s Church School, with an exceptional experience as they settle into life in 

New Zealand.

StudyCare students are supported to settle into their home and school lives and students from 

all four schools meet regularly to enjoy special New Zealand activities, events and outings. 

It is also appropriate that students who come from non-English speaking countries and who 

are a long way from their usual support networks have access to systems of  support specific to 

their needs while they are at Scots College.

The following are provided:

• Assistance to enrol for Intensive language tuition before starting College, if  required

• An ESOL programme has been woven into the academic timetable. It is facilitated and 

taught by the ESOL department. In addition to bringing a high quality of  teaching to the role, 

the ESOL teacher takes time to develop an informal pastoral care role with the students.

• Students who are enrolled in the Boarding House are formally introduced to the Director of  

Boarding. The student is assigned to a House Tutor. In addition a live-in Matron is available. 

They are also introduced to the Director/Assistant Director of  International Services, the 

International Services Co-ordinator, and the College Chaplain.

• Reliable and caring Homestay Hosts

• Guardianship services outlined by the College. Guardianship Services include orientation to 

local transportation systems, banking etc

• Weekly International Students’ meetings

• Distribution of  orientation pack: including College handbooks, International student College 

Guide, map of  the city, bus timetables, a guide to Wellington – Places for Youth and contact 

card for people available to support students.

Refund Conditions & Fee Protection

Refund Conditions and Fees Protection for International Students

If  a student withdraws from Scots College before the completion date, they may be eligible for 

a refund of  tuition fees. The following procedures and guidelines apply.

Refund conditions:

To be eligible for a refund an application must be made in writing to the Headmaster by the 

parent or legal guardian stating clearly the reasons for withdrawal of  the student at least one 

term prior to the student’s last day of  attendance. The Headmaster may seek, and the parent 

or legal guardian will need to provide, additional information and/or evidence to support the 

refund.

If  a student has paid fees and has their student visa application declined:

If  a student is unable to get the appropriate student visa, fees will be refunded in full less the 

Enrolment Processing Fee of  $500.00.

If  a student withdraws prior to the mid-point of  their programme of  study:

A partial refund may be applicable. In determining any refund, the Headmaster will take into 

consideration any special circumstances of  the student withdrawing as well as:

• An administration charge of  $500

• Costs to the College in providing tuition and mentorship

• Components of  the fee already committed for the duration of  study

• Specialist fees

• Costs incurred in employing staff  and providing facilities

• Costs already incurred for the use of  facilities and resources

• Payments made to other parties and/or any other costs incurred

If  a student withdraws after the mid-point of  their programme of  study:

• When a student is required to leave the College for a breach of  the rules and conditions of  

enrolment at College, or has broken New Zealand law.

• When a student has been stood down, suspended or excluded.

• Where a student returns home for any reason other than serious illness or death of  a parent 

or student’s sibling

• If  the enrolment application is found to be inaccurate in any way and the contract is 

terminated
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• If  a student wants to transfer to another school or education institution

• If  a student is asked to leave because of  a violation of  the Contractual Agreement with the 

College. 

• Payments made to other parties

• Payments made to the New Zealand Government

• Any other costs incurred

Compassionate Refund

In exceptional circumstances the Headmaster may approve refunds on compassionate grounds 

in respect of  the serious illness or death of

• The student

• A parent of  the student

• A sibling of  the student

If  an International Fee Paying Student gains residency during the year:

Documentation of  Residency must be provided within 14 days of  residency being granted. 

Once documentation is received the student’s tuition fees will be assessed and billed on the 

basis that the student is a domestic student for the following school term. An International 

Student may be treated as a Domestic Student when the parent/s hold a current New Zealand 

work visa. A refund is not applied once student fees have been assessed and billed for the 

current period of  study.

Accommodation Fees

Accommodation Fees include fees held for a student in Boarding or Homestay. If  a student 

moves out of  their accommodation before the end of  the Contract all unused Boarding and/

or Homestay fees will be refunded provided the student has given one term’s notice that the 

student is leaving. 

If  the student does not give one term’s notice, then one term’s accommodation fees will be 

deducted from any refund.

Other monies held for a student

The College may hold monies for a range of  other costs including insurance, personal 

allowances, uniform and incidental expenses. On completion of  the period of  study the balance 

held for the student with be repaid to the parent or parents.

Payment of  Refunds

All refunds will be paid to either the parents of  the student or an agent with written authority 

from the parents. No refunds will be made directly to the student.

Fees Protection

Monies paid by International Students are held in a Trust which safeguards fees in the unlikely 

event that the College may not be able to continue delivering tuition. This policy ensures 

that the College retains sufficient monies to meet the requirements of  any refund in these 

circumstances.

Immigration

Immigration New Zealand will be notified if  any student ceases to attend Scots College for 

whatever reason.
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Departure from the College

If  you wish to leave the College before the year is complete:

• talk to the Director/Assistant Director of  International Services about why you want to 

leave OR write a letter to the Headmaster explaining your reasons

• have a letter or email from your parents or agent agreeing to this decision to leave

• if  you think you are entitled to a refund, write to the Headmaster asking for a refund and 

saying why you are leaving early

• complete the leaving procedures following the instructions on the school Leavers Form (the 

Senior Principal will give you this)

• make sure that you leave a contact address and phone number so we can contact you

You may be asked to leave the College if:

• you do not attend regularly (i.e. you are in non-compliance with your student visa)

• your behaviour persistently breaks the school and/or boarding house rules

• your behaviour in your homestay is persistently unacceptable

In cases of  unacceptable behaviour, the following procedures will be followed – 

1. The International Director/Assistant Director, House Dean and/or Deputy Principal will 

counsel and, as appropriate, discipline you.

2. If  your behaviour does not improve, the Headmaster will issue you with a warning letter, and 

your parents (and your agent) will be sent a copy of  this letter.  In the instance of  extreme 

behaviour, you may be asked to leave immediately.

3. If  your behaviour is still unacceptable after a Warning Letter, your Offer of  Place will be 

withdrawn. Your parents will be notified immediately.

4. Depending on the circumstances, you may be given the option of  enrolling with an 

alternative provider in New Zealand.

Note: If  you leave the school for any reason before your Student Visa expires, the Director/

Assistant Director of  International Services will notify Immigration New Zealand that you are 

no longer a student at this school.

Information for Students & Parents

Accidents & Emergencies
Scots College is responsible for all emergency procedures during College hours, and all emergency 

procedures outside College hours while the student is in a Homestay or a boarding establishment. 

If  your child has an accident while you are outside of  New Zealand, the College or the 

Homestay parents may need to consent to urgent medical procedures on your behalf, including 

blood transfusions if  necessary. 

Communication
Parents are required to have regular communication with their child. 

Parents are encouraged to interact with Scots College and invited to visit their child’s College at 

least once during their child’s period of  enrolment.

Parents can be expected to be contacted by Scots College if  there are any concerns regarding 

their child’s well-being or progress.

Parents should contact the Director/Assistant Director of  International Services if  they have 

any concerns or issues they want to discuss about their child.

Parents can expect to receive regular reports outlining their child’s academic progress.

Support People
If  you have a problem, talk to the following people:

• Your House Dean

• Your Homestay Family

• Your Relatives who live in NZ 

• The Director of  International Services

• The Assistant Director of  International Services

• International Services Co-ordinator

• The College Chaplain 

If  you require support in your first language, speak to any of  the above support people and it 

will be arranged for you.
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Key People involved with International Students: 
Headmaster Mr Graeme Yule

Director of  International Services  Mr Guy Pascoe

Assistant Director of  International Services Ms Leanne Jenkins

International Services Co-ordinator Ms Diana Tan

ESOL TIC Ms Eileen Boni

International Recruitment Manager Ms Nicole Yin 

Administration Assistant Ms Elok Halimah

Director of  Boarding Mr Gary Henley-Smith

Assistant Director of  Boarding Mr Nick Sinnamon 

 Mr Mike McKnight

Housemaster Mr Gerald Yang 

 Ms Kate Jones

Matron Ms Tania Steadman 

Assistant Matron  Ms Blossom Cameron

Chaplain Mr David Jackson

Health
If  you are unwell or injured during the school day, the College Nurse is available to you. You 
will be introduced to the Nurse and shown where the Medical Centre is during your orientation. 
If  you require a doctor’s appointment, the Nurse will make one for you. If  you are a boarder 
and are unwell or injured after school, the Matron, the Director of  Boarding or either of  
the Assistant Housemasters will arrange a doctor’s appointment for you and look after you.
If  you are in a Homestay after College hours, your homestay family will arrange a doctor’s 
appointment for you. Homestay parents are not responsible for your medical expenses.

Vehicles and Driving 
International Students are prohibited from owning or driving vehicles or motor bikes while in 
New Zealand. Therefore, you are not allowed to sit your driver’s license.

Holidays
If  you are a boarder, you will spend the exeat weekends and holidays with a homestay family. 
You will need to remove all your clothes and books from your room and take them to your 
homestay. A small quantity of  gear can be stored at the College for the holidays.

Travel
All travel arrangements, either in NZ or to your home country, must be notified and authorised 
by the Director/Assistant Director of  International Services. Adventure tours in NZ generally 
do not allow students under the age of  18 to travel with them. Return travel to your home, 
during the school holidays or at the end of  the school year, may be arranged by your parents.  

If  you require assistance with travel arrangements, the College will help with this through a 
travel agent. You will need to see the Director/Assistant Director of  International Services to 
arrange this. Homestay parents are not responsible for your travel arrangements or expenses.

Mobile Phones
It is important for a student to have a charged mobile phone with them at all times outside 
school hours, so that College staff  can make contact, and for students to contact staff  or 
homestay families in an emergency. If  your mobile phone number changes, you must let the 
Director/Assistant Director of  International Services know immediately.  
Strict rules apply to the use of  mobile phones during the College day.

Electronic Equipment
Students are allowed to bring audio equipment and computers to the College. Personal 
television sets are not allowed in the Boarding House.

1:1 Computing
1:1 computing requires each student to bring their own computer selected from a range of  
recommended models. Full details on 1:1 Computing can be found on the College website.

Bank Accounts & Finances
You will be taken by the International Services Co-ordinator to open a bank account. Students 
must be financially independent. The College is able to arrange payment of  a monthly 
allowance into the student’s bank account, on behalf  of  the parent. Should parents want to 
use this facility they should contact the Director/Assistant Director of  International Services. 
You will need to work out how much money you are able to spend each day to ensure there is 
enough money to last you until the end of  the month.

You are advised to only carry a small amount of  cash (up to $20.00) with you, as you are able 
to use an EFTPOS machine (electronic transfer) to pay in all shops. You will also be able to get 
cash out at a shop or an ATM (automatic teller machine) in many shopping areas.

Clothing
Bring warm clothing, a waterproof  jacket and casual shoes. Black lace up shoes are part of  the 
uniform. The average temperature in Wellington ranges from 11–20°C during summer and from 
6-13°C during winter.  Wellington is also known for its wind, which may cause the temperature 
to feel cooler than it actually is.

Contact with your parents
We encourage you to communicate with your parents, through regular contact (at least once a 
week), either by emailing or phoning them.

Personal Effects
The College Shop is able to supply the College uniform, stationery, telephone cards, bus tickets 
and personal items.
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Problem not solved?

3. Talk to the Director, International Services.  

4. If  the complaint is not dealt with to your satisfaction, prepare a complaint  

in writing (you can ask your House Dean to assist you with this).

5. Present your written complaint to the Headmaster.

If  you have completed steps 1-5 and are still unhappy with the outcome,  

you can raise your concerns with the  

New Zealand Qualifications Authority (NZQA).

Email: qadrisk@nzqa.govt.nz.

Phone: 0800 697 296 

Grievance Procedure for  
International Students at Scots College

Problem?

1. Talk to a staff  member from the International Services Department,  

your House Dean, your homestay parents or Boarding House staff.

2. The staff  member may then refer you to the person in charge of  that area,  

and help set up a meeting if  required.

Boarding House 
Problem?

Contact the  
Director of  Boarding

Homestay Concern?

Contact the  
International Services 

Coordinator

Curriculum 
(or subject) 
problem?

Contact the  
House Dean, Principal 
or Assistant Principal

Financial problem?

Contact the Chief  
Financial Officer

International Students Grievance Procedures

 

What to do if  you think the College has failed to follow the Education Code of  Practice for the 

Pastoral Care of  International Students.

Internal Procedures
Step 1 

Talk to a staff  member from the International Services Department, your House Dean, your 

homestay parents or Boarding House staff.

Step 2 

The issue will then be referred to the staff  member who has responsibility for that area. They 

will then work with you to try and resolve the problem. Other relevant staff  members may also 

be included if  considered appropriate.

• For a Boarding concern – Director of  Boarding

• For a homestay concern or school problem – Assistant Director of  International Services

• For an academic concern – House Dean or Assistant Principal (Curriculum)

• For a financial concern – Chief  Financial Officer

Step 3 

If  you are still unsatisfied, present your complaint to the Director, International Services.  

They will escalate your concern to try and get it resolved.

Step 4 

If  the complaint is not dealt with to your satisfaction, prepare a complaint in writing and ask 

the Headmaster, to consider it.

Dispute Resolution Scheme
If  you believe the College has breached the ‘Code of  Practice’ and you have not been able to 

settle the matter following the College’s internal procedure, you may bring the matter to the 

New Zealand Qualifications Authority (NZQA). All complaints should be made in writing. You 

can find out more about making a formal complaint to NZQA at:

Phone  0800 697 296

Email qadrisk@nzqa.govt.nz
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Guidelines for Homestay Accommodation

All new students find that living with another family is different and you may be homesick. It is 

normal to feel like this. To help yourself  get over these feelings, it is fine to spend some of  your 

time with friends from your own country. 

It is important for you to get to know your homestay family. Your homestay is sharing their 

home with you because they want to. Show your appreciation by thanking them. Join in with 

activities they may be doing and ask questions. 

House Rules and Daily Routine
There will be rules at your homestay, please learn these. In the first days ask about the 

homestay timetable, for example, when to get up in the morning, what time the bathroom is 

available to you, what time they want you to have meals. Make sure you know what time your 

host expects you to be home from school and what time the family usually has dinner. Be on 

time for meals and return home at the time you have said you would.

You are not a visitor in the home, it is expected that you will help with household tasks as other 

members of  the household do. 

Your Homestay Family
Things that may make your stay easier:

• You may want to spend a lot of  time in your room but it is polite to spend some time each 

evening with your hosts

• It is polite to offer to help with doing the dishes, collecting the washing off  the line and 

setting the table for dinner. Boys as well as girls are expected to do these things in New 

Zealand

• Join in with your host family’s weekend activities if  they ask you to. You will make new 

friends and practice your English

• Offer to pay for yourself  if  you are doing anything that involves expense, for example, if  you 

go to the movies or have a meal at a restaurant occasionally with your homestay family

• Ask permission to do any cooking. If  you would like to eat food from your own country, offer 

to cook a meal for your homestay family

• It is important to make sure that the house is locked at night and when nobody is home

• Sniffing loudly or spitting is offensive in New Zealand

• If  you need to stay up occasionally to study late, talk to your homestay

• Remember to say please and thank you, as this shows you appreciate what they have done 

for you

Personal Hygiene
• Ask your homestay when you should shower each day.  Try not to splash water on the floor, 

as it takes a long time to dry in New Zealand

• Do not spend too long in the shower – 5 minutes should be adequate

• The homestay family is not responsible for the purchase of  your shampoo or any grooming 

products

Food
• You may find New Zealand food difficult to adjust to

• You could ask your host to cook rice or noodles once or twice a week

• Thank your homestay parent for your meal and tell them when you have enjoyed something 

in particular, so that they may cook it again

Caring for Your Bedroom
• You need to make your bed each day. Ask your homestay to show you how to do this.

• Your sheets and towel will be washed each week

• You must keep your room tidy. You may be asked to vacuum clean it once a week.

• Always ask before making calls outside Wellington and NZ as these cost extra. Your host 

may keep a log of  toll calls as you will need to pay for these if  you use the homestays phone.

Communication with the homestay family

If  you are going out the family needs to know; 

Where you are going

What you are to do

Who you will be with

When you think you will come home

How you will get back home

If   you will be away for a mealtime 

and  a phone number to contact you

If  you are to be late, are going to miss a meal or your arrangements change, please 
contact your homestay family as soon as possible. 

Visitors
You may like to invite a friend over to your house. Remember to ask your homestay whether 

it is convenient for your friend to visit. Make sure your visitor does not stay too late. 9.30pm is 

usually late enough.
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Privacy
Homestay families & students must respect each other’s privacy, including their personal space 

and belongings. Your room is your space to be alone if  you wish.

Laundry or washing
Generally your homestay will do this for you. If  your College jacket or trousers need to be dry 

cleaned, you will need to pay for this yourself.
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Important information for  
international students and their families

THE EDUCATION (PASTORAL CARE 
OF INTERNATIONAL STUDENTS) 

CODE OF PRACTICE 2016 
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What is the Code?

New Zealand education providers have 
an important role in ensuring the well-
being of their international students. 
The Code sets out the minimum 
standards of advice and care that are 
expected of education providers for 
international students. This ensures 
students coming from other countries 
to study in New Zealand 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?

All education providers in New Zealand 
who enrol international students must 
be a signatory to the Code and adhere 
to its requirements.

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

This pamphlet summarises the Education 
(Pastoral Care of International Students) Code of 
Practice 2016 (the Code). It provides information 
for students and their parents on what to do if 
they have a complaint about their treatment by  
a New Zealand education provider or agent of  
an education provider.

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

• 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

• iStudent Complaints (for concerns 
and complaints about money or 
contracts).
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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  
www.nzqa.govt.nz/about-us/make-a-
complaint/make-a-complaint-about-
a-provider/ 

Is your complaint 
about money or 
contracts?

iStudent Complaints 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 
iStudent Complaints  
in a few ways:

Website  
www.istudent.org.nz 

Email  
complaints@istudent.org.nz 

International phone number  
64 4 918 4975

Freephone  
(within New Zealand)  
0800 00 66 75

Fax  
64 4 918 4901

On social media:

Facebook  
www.facebook.com/ 
istudent.complaints

WeChat  
(search for ‘NZ iStudent 
Complaints’ Chinese  
language only)

Post: 

iStudent Complaints 
P.O. Box 2272  
Wellington 6014 
New Zealand
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