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POLICY: INTERNATIONAL STUDENTS                     
 

Ra t ion a le  

Th is policy outlines the  Trin ity Catholic College ’s (the  College ) purpose  and  bene fits for the  
enro lm ent of fee -paying in te rnationa l studen ts. By en ro lling in te rnationa l studen ts, the  
College  a im s to  prom ote  in te rna tiona liza tion , provid ing opportun itie s for students and  
sta ff from  diffe rent cu ltu re s to  work a longside  each  other in  teach ing and learn ing, 
provid ing d iffe rent perspectives to  deve lop  everyone’s understanding of other 
cu ltures.  Our goa l is  for a ll our students to  becom e  connected  globa l citizens, ready to  live  
and  work in  the  d ive rse  and  connected  m odern  world . 
  

Pu rp ose  

• To deve lop  cu ltu ra l unde rstanding and  insight in  our studen ts to  enable  them  to  
becom e  globa l citizens 

• To foste r in te rnationa l coope ration  and  re lationsh ips now and in  the  fu ture  
• To enable  exchanges of bene fit to  language  learne rs, and  o the r learn ing and  co-

curricu lar a reas such  as h istory, geography, socia l studie s, econom ics, sports, 
cu ltura l activitie s, e tce te ra  

• To provide  the  College  with  additiona l funds to enhance  qua lity teach ing and  
learn ing  

 

Gu id e lin e s  
• Trin ity Catholic College  will be  com plian t with  all aspects of the  Educa tion  (Pastora l 

Care  of Tertiary and  In te rnationa l Learne rs) Code  of Practice  2021 (the  Code ). 
 

• In te rna tiona l Studen ts will be  enro lled  a t Trin ity Catholic College  under a  Contract of 
Enrolm en t in  accordance  with  Section  2 of the  Education  Act 2020.  
 

• Appropriate  sta ff and  re sources will be  a lloca ted  by the  College  for the  recru itm ent, 
adm in istration , and  pastora l care  requ irem ents of in te rnationa l students. 
 

• There  will be  clear procedures in  p lace  wh ich  re la te  to  th is policy. 
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Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd  
 

 

Da t e : 7 De ce m b e r  2022 

 
Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   Decem ber 2022 

Next review date :  Decem ber 2025 
Policy:   In te rnationa l studen ts 
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INTERNATIONAL STUDENT - POLICY FOR THE MANAGEMENT OF 
SUPERVISED GROUPS 
 

Pu rp ose  
Th is policy ou tlines factors that will be  conside red when m anaging supe rvised  groups 
enro lling a t Trin ity Catholic College  (the  College ). Th is policy shou ld  be  read  in  con junction  
with  the  Education  (Pastora l Care  of Tertiary and  In te rnationa l Learners) Code  of Practice  
2021 (the  Code ). 
 
Ra t ion a le  

Trin ity Catholic College  has deve loped a  Supervised-Groups Policy: 

• To ensure  that students enro lling a t the  College  as part of a  group are  prope rly 
supervised 

• To ensu re  the  safe ty and  we ll-be ing of the  students and the  qua lity of academ ic and 
socia l educa tion  of a ll In te rnationa l Students studying a t the  College . 

• To ensure  com pliance  with  the  Education  (Pastora l Care  of Tertiary and  In te rnationa l 
Learne rs) Code  of Practice  2021 (The  Code ). 

 
A supe rvised  group is conside red  to  be : 

• Two or m ore  in te rnationa l students trave lling toge ther in  New Zealand under the  
supervision  of a  person  or organ ization  o ther than  Trin ity Catholic College  and 
enro lling a t Trin ity Catholic College  as in te rna tiona l students for pe riods up  to  th ree  
m onths. 

 

Po licy Ob je ct ive s  

1. To prom ote  in te rnationa l understanding and enhance  globa l citizensh ip  a t Trin ity 
Catholic College   

2. To ensu re  the  safe ty and  we llbe ing of a ll supe rvised-group students that en ro l a t 
Trin ity Catholic College   

3. To consider the  particu la r needs of studen ts en ro lling as part of supervised  groups 
and  ensure  the  adm inistration  and  pastora l care  provided  for supe rvised-group 
studen ts m ee t the  requirem ents of the  Code .  

 
En ro lm e n t  o f Su p e rvise d  Grou p  St u d e n t s  
Trin ity Catholic College  will enro l supervised-group students on  the  ENROL system  as pe r 
Min istry of Educa tion  Guide lines for groups to ensure  that these  students a re  recorded  as 
in te rnationa l studen ts.  
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Use  o f Ed u ca t ion  Age n t s  
The  Director Of In te rnationa l Students will ensu re  that we  do  not accept any supervised-
group students th rough an  education  agent without first fo llowing our policy and  procedures 
for the  m anagem ent of education  agen ts, including having a  signed and curren t Agency 
Agreem en t with  the  education  agent.  
 
In  orde r to  ensu re  that Trin ity Catholic College  and  an  educa tion  agen t unde rstand  and m eet 
the ir du ty-of-care  for the  students, the  Director of In te rnationa l Students will d raft, and 
ensure  tha t both  parties sign , a  m em orandum  of understanding for each  supervised-group. 
The  m em orandum  of unde rstanding will p rovide  de ta ils of the  group including, expected 
num ber, ages and  gende rs of students, a rrangem ents for group supervision  and 
accom m odation , agreed  pricing schedu le s, im portan t tim e lines, program  requ irem ents and 
the  ro le s and  re sponsib ilitie s of both  partie s. 
 
Accom m od a t ion  fo r  Su p e rvise d  Grou p  St u d e n t s  
Trin ity Catholic College  will ensu re  that supervised-group studen ts stay in  appropria te  
accom m odation  as de fined  in  the  Code .  
 
Appropriate  accom m odation  m ay be : 

• Residentia l caregiver. Th is includes College  hom estays and  the  College  hoste l  
• Hote l, m ote l, un licensed  hoste ls or other supervised-group accom m odation  options 
• Staying with  students’ parents or lega l guard ians  

 
Trin ity Catholic College  will ensu re  tha t eve ry in te rnationa l student under 10 a ttending the  
College  as part of a  supe rvised  group for up  to  three  m onths lives with  the ir paren t or lega l 
guard ian  for the  fu ll du ration  of the ir enro lm ent, un le ss they are  accom m odated  in  the  
College  hoste l. 
 
If an  accom m odation  agent is  involved  in  the  p lacem en t of supe rvised-group studen ts in  
accom m odation  on  beha lf of Trin ity Catholic College , we  will have  an  Agency Agreem ent with  
that accom m odation  agent. 
 

In su ra n ce  fo r  Su p e r vise d  Grou p  St u d e n t s  
IMPORTANT NOTE: 
The Code requires tha t a ll students enrolled with a  signa tory for 2 weeks dura tion or longer must 
have appropria te insurance cover. In order to better fulfil our duty-of-ca re for a ll interna tiona l 
students enrolled a t (Name of College), this policy requires a ll interna tiona l students to have 
appropria te insurance cover including those who enrol a t the College for less than two weeks. 
 
Trin ity Catholic College  will there fore  ensu re  that a ll supervised-group studen ts have  
appropriate  insurance  for the  du ration  of the ir enro lm ent, and  if practicable , for the  dura tion 
of the ir tim e  in  New Zealand including trave l be tween  the ir hom e  country and  New Zealand. 
Insurance  policies, whether a rranged by the  College  or the  student or the ir fam ily, will be  
deem ed to  be  appropria te  if they provide  cover for: 

• m edica l expenses to  the  va lue  of NZ$1,000 000 to  un lim ited 
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• repatria tion  or expatria tion  of the  studen t as a  re su lt of se rious illness or 
in jury, including cover of trave l costs incu rred by fam ily m em bers assisting 
repatria tion  or expa tria tion ; and   

• death  of the  studen t, including cove r of—  
(i)  trave l costs of fam ily m em bers to  and  from  New Zealand; and   
(ii)  costs of repa tria tion  or expatria tion  of the  body; and   
(iii)  fune ra l expenses  

 
Grou p  Su p e rvis ion  
Trin ity Catholic College  will ensu re  that groups enro lling a t the  College  have  proper 
supervision . The  num ber of supervisors and  the  type  of supe rvision  for a  group will be  
negotiated  and  de ta iled in  the  m em orandum  of understanding. Factors in  decid ing proper 
supervision  will include :  

• The  num ber of studen ts 
• The  ages and  gende rs of the  students 
• The  duration  of the  visit 
• The  leve ls of studen ts’ English  language  proficiency 
• The  activities that the  studen ts will be  involved  in  

If Educa tion  Ou tside  the  Classroom  (EOTC) activitie s are  unde rtaken , the  College ’s EOTC 
gu ide lines will de te rm ine  appropria te  supe rvision  ratios and  other sa fe ty m easures put in  
p lace  for these  activities.  
 
Or ie n t a t ion  
Supe rvised-group studen ts will be  provided  with  an  orien ta tion  on  arriva l as per the  
College  orien tation  procedures. 
 
Visa s  
The  College  will ensure  that a ll studen ts en ro lling as part of a  supervised  group will have  the  
appropriate  visa  to  study a t Trin ity Catholic College . 
 
Age n cy Mon it o r in g a n d  Re vie w  

The  College  will review the  conduct and perform ance  of its  agencie s as a  part an  annual se lf-
review. The  College  will co llect and  record  appropria te  evidence  of agency reviews. 
 
Re p or t in g 

The  sta ff m em ber in  charge  of in te rnationa l education  will report directly to  the  College  
Principa l on  the  pe rform ance  of the  College’s con tracted  agencie s and  report any breaches 
of the  Code  tha t m ay lead  to  the  te rm ina tion  of an  agency contract. 
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Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd  
 

 

Da t e : 7 De ce m b e r  2022 
 

Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   Decem ber 2022 

Next review date :  Decem ber 2025 
Policy:   In te rnationa l studen ts  
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POLICY FOR THE REFUND OF INTERNATIONAL STUDENT FEES: 
GROUP STUDY TOURS 
 

Pu rp ose  

Th is re fund policy outlines how Trin ity Catholic College  (the  College ) will m anage  a  request 
for a  re fund of in te rnationa l student fee s from  the  organ ise rs of group study tou rs of le ss 
than  one  te rm ’s dura tion . For students trave lling toge ther, bu t enro lled for one  fu ll te rm  or 
longe r, the  College’s norm al re fund policy will apply. 

 
Re q u e s t s  fo r  a  r e fu n d  o f fe e s  on  ca n ce lla t ion  o f a  grou p  s t u d y t ou r  o r  e a r ly 
w it h d ra w a l b y on e  o r  m ore  s t u d e n t s  on  t h e  t ou r  

The  College  will consider a ll requests for a  re fund of fee s. Requests should  be  m ade  in  writing 
to  the  College  as soon  as possib le  a fte r the  circum stances leading to a  request.  

 
A request for a  re fund shou ld  provide  the  fo llowing in form ation  to  the  College : 

• The  nam e  of the  study tour 
• The  circum stances leading to  cance lla tion  of the  tou r /  studen t withdrawal 
• The  am oun t of re fund requested   
• The  nam e  of the  person  and  organ isa tion  requesting the  re fund  
• The  nam e  of the  person  and  organ isa tion  who pa id  the  fee s  
• The  bank account de ta ils to  rece ive  any e ligib le  re fund 
• Any re levant supporting docum en tation  such  as rece ip ts or invoices 

 
Non -Re fu n d a b le  Fe e s  

The  fo llowing fees are  non-re fundable : 
Ad m in is t r a t ion  Fe e :  Adm in istration  fees m ee t the  cost of processing study tour and  are   
incu rred  whether or not the  tour goes ahead 
 
In su ra n ce :  Once  in su rance  is purchased , the  College  is unable  to  re fund insu rance  
prem ium s pa id  on  beha lf of studen ts. Tour organ isers m ay apply d irectly to  an  in surance 
com pany for a  re fund of prem ium s pa id . 
 
Hom e st a y Pla ce m e n t  Fe e :  Hom estay p lacem ent fee s m eet the  cost of processing a  request  
for hom estay accom m odation  by the  studen t. Costs incu rred  for a rranging hom estay  
accom m odation  for in te rnationa l studen ts prior to  the  re fund request, cannot be  re funded. 
 
Use d  Hom e st a y Fe e s : Hom estay fees pa id  for tim e  the  studen t has a lready spen t in  a   
hom estay cannot be  re funded. Used  hom estay fee s m ay a lso  include  a  notice  period  of two 
weeks.  
Tu it ion  Fe e s :  1. Where  one  or m ore  individua l studen t on  a  study tou r voluntarily   
       re turns hom e  early for any reason , the re  will be  no  re fund of 
       tu ition  fees except in  exceptiona l circum stances.  
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2. Where  one  or m ore  students re turn  hom e  early fo llowing d iscip linary    
    p rocesses by the  College , the re  will be  no  re fund of tu ition  fees. 
3. Where  the  tour is  cance lled  prior to  arriva l in  New Zealand the  College  will  
    consider the  circum stances leading to the  cance lla tion  of the  tour and  m ay    
    re fund som e or a ll o f the  tu ition  fees. 
 

Ou t s t a n d in g Act ivit y Fe e s :  Any activity or other fee s incu rred  by a  student du ring 
enro lm ent and owed to  the  College  a t the  tim e of withdrawal, will be  deducted  from  any 
e ligib le  re fund. 
 
Re q u e s t s  fo r  a  r e fu n d  fo r  fa ilu re  t o  ob t a in  a  vis it o r  visa   

If students studying on  a  group tour fa il to  obtain  a  visitor visa , a  re fund of in te rna tiona l 
studen t tu ition  fee s will be  provided  less an  Adm in istra tion  Fee  of $50. Evidence  of visa  
decline  m ust be  provided  to  the  College . 

Re q u e s t s  fo r  a  r e fu n d  in  t h e  e ve n t  o f n a t u ra l d isa s t e r  o r  e p id e m ic o r  o t h e r  
e ve n t  ca u s in g t r a ve l d is ru p t ion  

Where  circum stances beyond the  con tro l of the  tou r organ ise rs, re la ting to  volcan ic 
e ruption , earthquake , ep idem ic or other even t beyond the ir con tro l resu lt in  cance lla tion  of 
the  tour, and  the  College  is satisfied  tha t cance lla tion  is necessary, tour fees will be  
re funded less any re levan t non-re fundable  fees ou tlined  above .  
 

Re q u e s t s  fo r  a  r e fu n d  w h e re  t h e  s t u d y t ou r  is  ca n ce lle d  b y t h e  o rga n ise r  fo r  
a n y o t h e r  r e a son  

The  College  will consider the  circum stances of the  cance lla tion , but except in  the  
circum stances described  above  re lating to  a  natura l d isaste r or ep idem ic, tu ition  fee s are  
non-re fundable . 
 
Re q u e s t s  fo r  a  r e fu n d  o f h om e s t a y fe e s  
If for any reason , an  in te rnationa l student withdraws from  the  tou r a fte r paym ent has been  
m ade , any unused  hom estay fee s will be  re funded, less any re levant non-re fundable  fee s 
se t out in  th is policy. 
Where  a  student m oves from  a  College  hom estay and  requests a  re fund of any unused 
hom estay fees, these  will be  re funded le ss any non-re fundable  fees se t ou t in  th is policy. 
 

Re q u e s t s  fo r  a  r e fu n d  fo r  fa ilu re  t o  p rovid e  a  cou rse , ce ssa t ion  a s  a  s ign a t o ry 
o r  ce ssa t ion  t o  b e  a  p rovid e r  

If the  College  fa ils to  provide  the  agreed  course  of education  or is  no  longe r a  signatory to  
the  Code  or no longer ope rates as an  in te rna tiona l educa tion  provide r, the  College  will 
negotiate  with  the  tou r organ iser to  e ithe r: 

• Refund the  unused  portion  of in te rnationa l student tu ition  fee s or o the r fees 
pa id  for se rvices not de live red  or 

• Transfer the  am ount of any e ligib le  re fund to  another provider or 
• Make  o ther arrangem en ts agreed  to  by the  tour organ iser and  the  College . 
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Ot h e r  cir cu m st a n ce s  w h e re  a  r e fu n d  re q u e s t  m a y b e  con s id e re d  

In  certa in  circum stances, a  com passionate  re fund m ay be  considered. The  tou r organ ise r 
shou ld  apply to  the  College  for a  re fund ou tlin ing the  circum stances leading to  the  early 
withdrawal of the  studen t and  shou ld  provide  docum en tary evidence  of these  
circum stances. 
 
Re fu n d s  t o  b e  m a d e  t o  t h e  cou n t ry o f r e ce ip t  
Un less o the rwise  agreed  in  writing, a ll e ligib le  re funds of fee s rece ived  from  outside  of New 
Zealand will be  re funded to  a  nom inated  bank accoun t in  the  source  country. 
Righ t s  o f t ou r  orga n ise r s  a n d  fa m ilie s  a ft e r  a  d e cis ion  r e ga rd in g a  r e fu n d  h a s  b e e n  
m a d e  

A decision  by the  College  re la ting to a  request for a  re fund of in te rnationa l student fees will 
be  provided  to  the  tour organ iser in  writing and will se t ou t the  fo llowing in form ation: 

• Factors conside red  when  m aking the  re fund decision  
• The  tota l am oun t to  be  re funded 
• Deta ils of non-re fundable  fee s 

Tour organ isers and  fam ilie s have  the  righ t to  subm it a  grievance  to  the  Code  Adm in istra tor 
or Dispute s Resolu tion  Schem e  in  the  event they a re  d issatisfied  with  a  re fund decision  m ade 
by the  College . 
 

Re vie w  a n d  Re p or t in g 

Review 
The  College  will review the  conditions re lating to  th is policy as part the  annual se lf-review. 
The  College  will co llect and  record  appropria te  evidence  of the  review. 

 
Reporting 
The  sta ff m em ber in  charge  of in te rnationa l education  will report d irectly to  the  College  
Principa l on  the  ope ration  of the  College ’s policy for the  re fund of in te rna tiona l student 
fee s. 
 

Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd  
 

 

Da t e : 7 De ce m b e r  2022 
 

Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   Decem ber 2022 

Next review date :  Decem ber 2025 
Policy:   In te rnationa l studen ts 
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INTERNATIONAL STUDENT -POLICY MANAGING CONTRACTED 
RECRUITMENT AGENCIES 
 
Pu rp ose  

Th is policy is to  provide  clear and  consisten t gu idance  for re lationships be tween Trin ity 
Catholic College  (the  College ) and  educa tion  agencie s. Th is policy shou ld  be  read  in  
con junction  with  the  Agency Agreem ent, and  the  Education  (Pastora l Care  of Tertiary and 
In te rna tiona l Learners) Code  of Practice  2021 (the  Code ). 

 
Ma n a gin g Re cru it m e n t  Age n cie s  

Con tracts 
The  College  will sign  agreem en ts with  a ll educa tion  agencie s who recru it studen ts for the  
College . 
 
Re ference  Checks 
The  College  will en te r in to  working re lationsh ips with  repu table  agencie s, once  a  re fe rence  
check has been  carried out and  a ll supporting docum entation  has been  subm itted  by the 
agency, i.e . an  Agency Applica tion  Form , and  o the r supporting docum enta tion  the  College  
deem s necessary. Resu lts of re fe rence  checks will be  recorded  by in te rnationa l sta ff.  
 
Eth ica l Conduct 

New Zealand is a  signa tory to the  Sta tem en t of Princip le s for the  Eth ica l Recru itm en t of 
In te rna tiona l Students by Education  Agen ts and  Consu ltan ts (To be  known as the  London 
Statem en t of Princip les) and  operate s under Educa tion  (Pastora l Care  of Tertiary and 
In te rna tiona l Learners) Code  of Practice  2021 (the  Code ). Recru itm ent agencie s will be  
in form ed about, and  will com ply with , the  requ irem ents of the  Code  and  the  London 
Statem en t of Princip les. 
 
Action  for Breach 
Where  agencies a re  found to  con travene  the  Code  and/or the  London  Sta tem ent of 
Princip les, the  College  will apply the  appropria te  sanctions as de ta iled  in  the  Agency 
Agreem en t. 
 
Com m issions 
The  College  will pay com m ission  to the  agency as se t out in  the  Agency Agreem ent. The  
com m ission  rate  will genera lly be  15% of tu ition  fee s and the  College  re serves the  right to  
m ake  other com m ission  or incentive  a rrangem ents with  se lected agencies by specia l 
negotiation . 
 
The  College  will genera lly pay com m issions to  con tracted  agencie s upon  rece ip t of an  
invoice . Com m ission  paym en ts will be  m ade  with in  4 weeks a fte r the  student has 
com m enced a t the  College  and  is subject to  the  tu ition  fee  be ing rece ived  by the  College . 
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The  College  m ay e lect to  m ake  specia l a rrangem en ts with  trusted  agencie s to  a llow the  
agency to  withhold  com m issions from  tu ition  paym ents due  to the  College . Such 
arrangem ents a re  a t the  so le  d iscre tion  of the  College  and no com m issions shou ld  be  
withhe ld  by an  agency without prior agreem ent from  the  College . 
 
Where  a  student does not see  out the  en tire  pe riod of the ir enro lm en t a t the  College , the  
College  m ay, on  a  case-by-case  basis, decide  whether or not to  request a  re fund of a ll o r any 
part of any com m ission  fees pa id  to  an  agency. 
 
The  College  will have  no  obliga tion  to  pay com m ission  fee s to  any agency with  whom  the  
College  does not have  a  signed  Agency Agreem ent.  
 
Age n cy Mon it o r in g a n d  Re vie w  

The  College  will review the  conduct and perform ance  of its  agencie s as a  part an  annual se lf-
review. The  College  will co llect and  record  appropria te  evidence  of agency reviews. 

 
Re p or t in g 

The  sta ff m em ber in  charge  of in te rnationa l education  will report directly to  the  College  
Principa l on  the  pe rform ance  of the  College’s con tracted  agencie s and  report any breaches 
of the  Code  tha t m ay lead  to  the  te rm ina tion  of an  agency contract. 
 

Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd  
 

 

Da t e : 7 De ce m b e r  2022 
 

Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   Decem ber 2022 

Next review date :  Decem ber 2025 
Policy:   In te rnationa l studen ts 
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INTERNATIONAL STUDENT - FEES PROTECTION POLICY FOR 
INTERNATIONAL STUDENT FEES PAID IN ADVANCE 
 
Pu rp ose  

Th is fee s protection  policy m akes clear factors tha t will be  conside red  to  ensu re  that 
in te rnationa l student fee s pa id  in  advance  are  protected  and  can  be  m ade  ava ilab le  in  
accordance  with  Trin ity Catholic College’s (the  College ) re fund policy. Th is policy shou ld  be  
read  in  con junction  with  the  Education  (Pastora l Care  of Tertiary and  In te rnationa l Learne rs) 
Code  of Practice  2021 (the  Code ). 
 

Fe e s  Pro t e ct ion  
The  College  will ensu re  that its  fee  protection  m echan ism s and  accoun ting procedures 
provide  the  fo llowing safeguards: 

1. The  College  will ensu re  that funds from  in te rnationa l students pa id  in  advance  are  
accoun ted  for in  such  a  way tha t ind ividua l student ba lances are  clearly identified  and  
m on itored   

2. The  College  will ensu re  that genera lly accepted  accounting procedures a re  applied  to 
in te rnationa l studen t fee s pa id  in  advance  

3. The  College  will ensu re  that on ly those  sta ff with  appropriate  au thority will have  access 
to  in te rna tiona l student funds pa id  in  advance  

4. The  College  will ensure  that a ll in te rnationa l fee s pa id  in  advance  sha ll be  pa id  in to the  
College’s opera ting account or othe r account au thorized  by the  Principa l 

5. The  College  will transfe r fees pa id  in  advance  to  revenues at appropria te  in te rva ls 
du ring the  period  of enro lm ent for each  studen t 

6. The  College  will ensu re  that it  has su fficien t funds ava ilab le  to  m eet any rem ain ing 
in te rnationa l studen t fee s pa id  in  advance  liab ility a t any tim e .  

7. The  College  will ensure  that the  operation  of th is fee  pro tection  policy is audited  as part 
of the  College’s audit procedures. 

 
Re vie w  

The  College  will review procedures re la ting to  th is policy as part the  annual se lf-review. The  
College  will co llect and  record  appropriate  evidence  of the  review. 
 

Re p or t in g 

The  sta ff m em ber in  charge  of in te rnationa l education  will report directly to  the  College  
Principa l on  the  ope ration  of the  College ’s fee s protection  policy. 
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Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd  
 

 

Da t e : 7 De ce m b e r  2022 
 

Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   Decem ber 2022 

Next review date :  Decem ber 2025 
Policy:   In te rnationa l studen ts 
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INTERNATIONAL STUDENT GRIEVANCE POLICY 
 
 
DEFINITIONS  

Gr ie va n ce  m e a n s  

An  approach  to  Trin ity Catholic College  (the  College ) by or on  beha lf of a  student that 
expresses d issa tisfaction  or unhappiness with  som e e lem en t of the  studen t’s enro lm ent a t 
the  College . Grievances m ay re late  to  pastora l care , accom m odation , the  education  
program m e, or any other e lem ent of the  student’s enro lm ent. Grievances can  be  m ade  
form ally or in form ally and  are  dea lt with  th rough  the  College ’s in te rna l grievance  
procedures. 

 
Com p la in t  m e a n s  

A form al approach  to  the  Code  Adm in istrator where  a  student is  unable  to  access a  College’s 
in te rna l grievance  process or is  d issatisfied  with  the  outcom e of tha t process. 

  

GRIEVANCE POLICY GUIDANCE 

Pu rp ose  

Th is policy m akes clear factors tha t will be  conside red  to  ensu re  a  prope r and  fa ir process is 
in  p lace  to  re so lve  grievances by studen ts or the ir fam ilie s.  

Th is policy shou ld  be  read  in  con junction  with  the  Educa tion  (Pastoral Care  of Te rtia ry and 
In te rna tiona l Learners) Code  of Practice  2021 (the  Code ). 

 
Ra t ion a le  

If we  com ply with  Ou tcom es 1-8 of the  Code , m ain ta in  positive  re la tionsh ips with  our 
studen ts, provide  exce llen t pastora l care  and  work towards reso lving m inor issues be fore  
they becom e  too  b ig, m ost student grievances can  be  se ttled  be fore  a  com plian t is  la id . 

To ensu re  tha t grievances are  dea lt with  fa irly and  e ffective ly, we  m ust have  clear and  robust 
processes in  p lace .  

 
Ma n a gin g Gr ie va n ce s  

The  College  will ensure  that its  procedures for dea ling with  grievances will include  the  
fo llowing: 

1. A clearly com m unicated  in te rna l process for in te rnationa l studen ts, the ir parents, o r o ther 
parties to  ra ise  a  grievance  and  have  it re so lved 

2. Clearly de fined  in te rna l procedures wh ich  the  College  fo llows to  re so lve  grievances from  
in te rnationa l studen ts, the ir parents, or othe r parties 



 

52 
Trinity Catholic College Policies and Procedures – V23 September 2025 

3. An unde rtaking to dea l with  a ll grievances in  a  fa ir and  reasonable  m anner with  the  in ten t of 
re so lving concerns e ffective ly and  with in  a  reasonable  tim efram e 

4. A clearly com m unicated com pla in ts process for studen ts, parents, or other parties to  fo llow 
in  the  even t a  studen t is not sa tisfied  with  the  ou tcom e  from  a  grievance   

5. An undertaking that the  College  will com ply with  a ll aspects of the  Code  and  Dispute s 
Resolu tion  Schem e  ru les. 
 
Re vie w  

The  College  will review procedures re la ting to th is policy as part of the  annual se lf-review. 
The  College  will co llect and  record  appropria te  evidence  of the  review. 

 
Re p or t in g 

The  sta ff m em ber in  charge  of the  in te rna tiona l studen t program m e will report d irectly to  
the  Principa l on  the  opera tion  of the  Grievance  Policy. 
 

Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd  
 

 

Da t e : 7 De ce m b e r  2022 
 

Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   Decem ber 2022 

Next review date :  Decem ber 2025 
Policy:   In te rnationa l studen ts 
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POLICY FOR THE REFUND OF INTERNATIONAL STUDENT FEES 
 
Pu rp ose  

Th is re fund policy outlines how Trin ity Catholic College  (the  College ) will 
m anage  a  request for a  re fund of in te rnationa l studen t fee s. 

 
Re q u e s t s  fo r  a  r e fu n d  o f in t e rn a t ion a l s t u d e n t  fe e s    

The  College  will conside r a ll requests for a  re fund of in te rna tiona l studen t fee s. Requests 
shou ld  be  m ade  in  writing to the  College  as soon  as possib le  a fte r the  circum stances leading 
to a  request. All re funds will be  se ttled  under the  te rm s of th is policy un less otherwise  agreed 
by the  College . 

 
A request for a  re fund shou ld  provide  the  fo llowing in form ation  to  the  College : 

• The  nam e  of the  student 
• The  circum stances of the  request 
• The  am oun t of re fund requested   
• The  nam e  of the  person  requesting the  re fund  
• The  nam e  of the  person  who pa id  the  fee s  
• The  bank accoun t de ta ils to  rece ive  any e ligib le  re fund, including bank address and 

swift code  where  re levan t 
• Any re levant supporting docum en tation  such  as rece ip ts or invoices 

 
Non -Re fu n d a b le  Fe e s  

The  College  is unable  to  re fund som e  fees. The  fo llowing fees re la te  to  expenses that the  
College  m ay have  pa id  or will incur because  of rece iving an  applica tion  for enro lm ent and 
cannot be  re funded: 
 
Ad m in is t r a t ion  Fe e : Adm in istration  fees m eet the  cost of processing an  in te rnationa l 
studen t applica tion . Adm in istra tion  fee s exists whether an  applica tion  is accepted or not or 
whether a  studen t rem ains enro lled  a fte r an  applica tion  is accepted. 
In su ra n ce : Once  insurance  is pu rchased, the  College  is unable  to  re fund insurance  
prem ium s pa id  on  beha lf of a  student. Students and  fam ilie s m ay apply d irectly to  an  
in su rance  com pany for a  re fund of prem ium s pa id . 
Hom estay Placem ent Fee :  Hom estay p lacem en t fee s m ee t the  cost of processing a  request 
for hom estay accom m odation  by the  student. Costs incurred  for a rranging hom estay 
accom m odation  for in te rnationa l students be fore  the  re fund request cannot be  re funded. 
Use d  Hom e st a y Fe e s : Hom estay fee s pa id  for tim e  the  studen t has a lready spent in  a  
hom estay cannot be  re funded. Used  hom estay fee s m ay a lso  include  a  notice  period  of two 
weeks.  
Po r t ion  o f Un u se d  Tu it ion  Fe e s : The  College  m ay re ta in  a  portion  of unused tu ition  fee s.  
Am oun ts re ta ined  will re la te  to  costs that have  been  incurred  or com m itted  by the  College  
and  m ay vary. 
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Re q u e s t s  fo r  a  r e fu n d  fo r  fa ilu re  t o  ob t a in  a  s t u d y visa  

If an  in te rnationa l student fa ils to  obta in  an  appropriate  visa , a  re fund of in te rna tiona l 
studen t tu ition  fees will be  provided  le ss any adm in istra tion  fee  tha t has been  pa id . Evidence  
m ust be  provided  to  the  College  of Im m igration  New Zealand declin ing to  gran t a  visa . 

 
Re q u e s t s  fo r  a  r e fu n d  fo r  e n ro lm e n t  o f on e  t e rm  o r  le ss  

Where  a  student is  enro lled  for one  te rm  or less and  withdraws early, e ither be fore  or a fte r 
the  sta rt date  of en ro lm ent, o the r than  where  they have  fa iled  to  obta in  an  appropriate  visa  
and  have  provided  evidence  of th is, the re  will be  no re fund of tu ition  fees or o the r re levant 
non-re fundable  fees. 

Where  the  College  te rm ina te s the  enro lm en t of a  student en ro lled  for one  te rm  or le ss, there  
will be  no  re fund of tu ition  fee s, or o the r re levan t non-re fundable  fee s.  

 
Re q u e s t s  fo r  a  r e fu n d  fo r  vo lu n t a ry w it h d ra w a l (En ro lm e n t s  o f m ore  t h a n  on e  
t e rm )  
If an  in te rna tiona l student volun tarily withdraws, whether be fore  or a fte r the  start date  of 
the ir enro lm ent, othe r than  where  they have  failed  to  obta in  an  appropria te  visa  and  have  
provided evidence  of th is, a  re fund will be  provided  le ss a  m in im um  of ten  weeks tu ition  fees 
and  other any re levant non-re fundable  fees as outlined  in  th is policy. The  m in im um  ten  week 
notice  period  will begin  the  day a fte r the  da te  on  wh ich  the  College  rece ives written  notice  
of the  studen t’s in ten tion  to  withdraw. 

 
Re q u e s t s  fo r  a  r e fu n d  w h e re  t h e  Co lle ge  fa ils  t o  p rovid e  a  cou rse , ce a se s  a s  a  
s ign a t o ry, o r  ce a se s  t o  b e  a  p rovid e r  

If the  College  fa ils to  provide  the  agreed  course  of education  or is  no  longe r a  signatory to  
the  Code  or no longer ope rates as an  in te rna tiona l educa tion  provide r, the  College  will 
negotiate  with  the  student or the ir fam ily to  e ither: 

• Refund the  unused  portion  of in te rna tiona l student tu ition  fee s or othe r fee s pa id 
for se rvices not de live red , or 

• Transfer the  am ount of any e ligib le  re fund to  another provider, or 
• Make  other a rrangem en ts agreed  to  by the  student or the ir fam ily and  the  College . 

 

 

Ot h e r  cir cu m st a n ce s  w h e re  a  r e fu n d  re q u e s t  m a y b e  con s id e re d   

Where  a  studen t’s en ro lm ent is  ended by the  College  
In  the  event a  student’s enro lm ent is  ended by the  College  for a  breach  of the  Contract of 
Enrolm en t, the  College  will conside r a  request for a  re fund le ss: 

• Any non-re fundable  fees se t out in  th is policy  
• A m in im um  of ten  weeks tu ition  fee s from  the  da te  of te rm ination  
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• Any other reasonable  costs that the  College  has incurred  in  ending the  student’s 
enro lm ent 
 

Where  a  studen t changes to  a  dom estic student during the  period  of en ro lm en t 
If an  in te rna tiona l student changes to  a  dom estic studen t a fte r the  start date  of the ir 
enro lm ent, reasonable  written  notice  of the  change  is requ ired  by the  College . A re fund will 
be  provided  less a  m in im um  of ten  weeks tu ition  fee  and  other any re levant non-
re fundable  fee s as outlined  in  th is policy. The  ten  weeks will begin  the  day a fte r the  College  
rece ives written  evidence  of the  studen t’s dom estic studen t sta tus.  
 
Where  a  studen t volun tarily requests to  transfer to  anothe r signatory 
If an  in te rna tiona l student requests to  transfer to  another signatory a fte r the  start date  of 
the ir en ro lm ent, reasonable  written  notice  of the  transfer is requ ired  by the  College . A 
re fund will be  provided  le ss a  m in im um  of ten  weeks tu ition  fee  and  other any re levan t 
non-re fundable  fees as outlined  in  th is policy. The  ten  weeks will begin  the  day a fte r the  
College  rece ives written  notice  of the  studen t’s in tended withdrawal. 
 

Re fu n d  o f o t h e r  fe e s  

Requests for a  re fund of hom estay fees 
If for any reason, an  in te rnationa l student withdraws afte r the ir stay in  a  College  hom estay, 
any unused  hom estay fees will be  re funded, less any re levan t non-re fundable  fee s se t out 
in  th is policy. 

Where  a  studen t m oves from  a  College  hom estay and  requests a  re fund of any unused  
hom estay fees, these  will be  re funded le ss any non-re fundable  fees se t ou t in  th is policy. 
 
Requests for a  re fund of fee s unused  a t the  end  of enro lm ent 
Except by written  request from  the  student or the ir paren t, p repa id  fees unused  a t the  end  
of enro lm ent am oun ting to  le ss than  NZ$100 will be  re funded to the  studen t in  cash . Sum s 
greate r than  NZ$101 will be  re funded in to  a  nom inated bank account. 
 
Outstanding activity fees or other fees 
Any activity or other fees incurred  by a  studen t du ring enro lm ent and  owed to  the  College  
a t the  tim e  of withdrawal, will be  deducted  from  any e ligib le  re fund. 
 
Re funds to  be  m ade  to  the  coun try of rece ip t 
Un less o the rwise  agreed  in  writing, a ll e ligib le  re funds of fee s of NZD$1,000 or m ore  
rece ived  from  outside  of New Zealand will be  re funded to  a  nom inated  bank account in  the  
source  coun try. 
 

Righ t s  o f fa m ilie s  a ft e r  a  d e cis ion  re ga rd in g a  r e fu n d  h a s  b e e n  m a d e  

A decision  by the  College  re la ting to a  request for a  re fund of in te rnationa l student fees will 
be  provided  to  the  student or fam ily in  writing and  will se t ou t the  fo llowing in form ation: 

• Factors conside red  when  m aking the  re fund decision  
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• The  tota l am oun t to  be  re funded 
• Deta ils of non-re fundable  fee s 

In  the  event the  student or the ir paren t is  d issatisfied  with  a  re fund decision  m ade  by the  
College  or is  d issatisfied with  the  process the  College  fo llowed when  m aking the  re fund 
decision , they have  the  right to  have  the  re fund decision  reviewed by the  In te rnationa l 
Student Dispu te s Resolu tion  Schem e or to  m ake  a  com pla in t to  the  Code  Adm in istrator.  
 
Re vie w  a n d  Re p or t in g 
Review 
The  College  will review the  conditions re lating to  th is policy as part the  annual se lf-review. 
The  College  will co llect and  record  appropria te  evidence  of the  review. 
 
Reporting 
The  sta ff m em ber in  charge  of in te rnationa l education  will report d irectly to  the  College  
Principa l on  the  ope ration  of the  College ’s policy for the  re fund of in te rna tiona l student 
fee s. 
 

Ra t ifie d  b y Boa rd : Sign e d  fo r  Boa rd  
 

 

Da t e : 7 De ce m b e r  2022 
 

Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   Decem ber 2022 

Next review date :  Decem ber 2025 
Policy:   In te rnationa l studen ts 
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POLICY FOR THE ACCOMMODATION OF INTERNATIONAL 
STUDENTS 
 
Pu rp ose : 

Th is accom m odation  policy outlines factors that will be  considered when m anaging 
accom m odation  for in te rnationa l studen ts enro lled  at Trin ity Catholic College  (the  College ). 
Th is policy shou ld  be  read  in  con junction  with  the  Educa tion  (Pastoral Care  of Te rtia ry and 
In te rna tiona l Learners) Code  of Practice  2021 (the  Code ). 
 
Ra t ion a le : 

Trin ity Catholic College  unde rtakes to com ply with  the  accom m odation  provisions se t out in  
the  Education  (Pastora l Care  of Te rtia ry and  In te rna tiona l Learners) Code  of Practice  2021 
(the  Code ). 
 
Po licy Ob je ct ive s : 

1. To provide  a  su itab le  living environm ent conducive  to  study and a  sa fe  and  supportive  
hom e  life  

2. To involve  re sidentia l caregivers in  the  we lfa re  of the  studen t  
3. To assist the  student to  successfu lly in tegrate  in to  New Zealand life  
4. To ensuring the  student is  we ll cared  for and  supported  by the  College  

 
Ap p rove d  Accom m o d a t ion  

All in te rna tiona l students m ust live  with  parents or residentia l caregive rs that have  been  
approved by the  College . The  fo llowing categorie s of re sidentia l care  m ay be  approved by 
the  College : 

• Designated  caregiver 
• Hom estay 
• Licensed  hoste l 
• College  hoste l 
• Approved tem porary accom m odation  

The  College  will no t approve  accom m odation  for students over 18 years of age  not living with  
paren ts other than  with  a  re siden tia l caregiver. 

 

Use  o f Accom m od a t ion  Age n t s  

The  College  m ay m ake  use  of accom m odation  agents to  organ ise  and  m anage  studen t 
accom m odation . If an  accom m odation  agent is  u sed , the  College  will en te r in to  a  written  
con tract with  the  agen t and  will ensu re  tha t the  accom m odation  services provided  by the  
agent m ee ts the  requ irem en ts of the  Code . 
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Re sid e n t ia l Ca re give r s  

 
Onsite  Assessm ent 

Residentia l care  accom m odation  for in te rna tiona l students will unde rgo  an  on-site  
asse ssm en t to  de te rm ine  tha t the  accom m odation  is of an  acceptable  standard, is  not a 
board ing estab lishm en t and the  re sidentia l caregive r provides a  sa fe  physica l and em otiona l 
living environm ent. 

 
Ongoing Monitoring 

All re sidentia l care  accom m odation  for in te rna tiona l studen ts will be  m on itored  on  a  regu lar 
basis including visits to  the  accom m odation  and  studen t in te rviews to  ensure  that the  
accom m odation  continues to  m eet requ ired  standards.  

 
Resolving Difficu ltie s 

Where  d ifficu ltie s a rise  in  residen tia l care , the  College  will lia ise  with  re siden tia l caregive rs, 
con tracted  agen ts, students, and  parents as appropriate  to  reso lve  such  d ifficu ltie s. 

 
Safe ty Checking 

Safe ty checks, including Police  ve tting as appropria te , will be  carried  out for re sidentia l 
caregive rs. Othe r adu lts aged  18 years and  ove r living in  the  accom m odation  will unde rgo 
an  appropriate  sa fe ty check. 

 
De s ign a t e d  Ca re give r s  

• The  College  will have  written  Designated  Caregive r Agreem ents with  a ll de signa ted 
caregive rs 

• The  m on itoring of students living in  designa ted  care  will be  m anaged in  accordance  
with  th is policy and  the  Designated  Caregiver Agreem en t  

 
Hom estay 

• The  College  will have  written  Residen tia l Caregive r Agreem ents with  a ll hom estays 
• The  College  will have  written  Hom estay Accom m odation  Agreem ents with  a ll 

studen ts and  the ir fam ilie s 
• The  m on itoring of students living in  hom estays will be  m anaged in  accordance  with  

th is policy and  the  Hom estay Accom m odation  Agreem en t 
• Hom estay fees pa id  to  the  College  will be  he ld  by the  College  on  beha lf of students 

and  pa id  to host fam ilie s in  regu lar paym en ts. Rem ain ing hom estay fee s at the  end 
of enro lm ent will be  re funded according to the  Colleges’ re fund policy. 
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Licensed  Hoste l 

• The  College  will have  written  Residen tia l Caregive r Agreem ents with  licensed  hoste ls 
• The  College  will have  written  Hoste l Accom m odation  Agreem en ts with  a ll students (or 

the ir lega l guard ian ) living in  a  licensed  hoste l  
• The  m on itoring of students living in  a  licensed  hoste l will be  m anaged in  accordance  

with  th is policy and  the  Hoste l Accom m odation  Agreem en t 
 
College  Hoste l  

• The  College  will have  written  Residen tia l Caregive r Agreem ents with  College  hoste ls 
• The  College  will have  written  Hoste l Accom m odation  Agreem en ts with  a ll students (or 

the ir lega l guard ian ) living in  a  College  hoste l  
• The  m on itoring of students living in  a  College  hoste l will be  m anaged in  accordance  

with  th is policy and  the  Hoste l Accom m odation  Agreem en t 
 
Tem porary Accom m odation   

• The  College  will asse ss the  su itab ility of the  accom m odation  conside ring the  age  and 
gender of the  students  

• The  College  will ensu re  adequate  supe rvision  is in  p lace  for a ll studen ts 
• The  College  will ensu re  a ll pastora l needs of the  studen ts a re  m et including m eals 

and  laundry  
• The  College  will ensu re  that supe rvisors in  tem porary accom m odation  undergo  an  

appropriate  sa fe ty check 
• The  College  will m on itor and  m anage  risks to  students 

 

Re vie w : 

The  College  will review the  conditions re lating to th is policy as part the  annual se lf-review. 
The  College  will co llect and  record  appropria te  evidence  of the  review. 
 
Re p or t in g: 

The  sta ff m em ber in  charge  of in te rnationa l education  will report directly to  the  College  
Principa l on  the  operation  of the  College ’s policy for accom m odation  for in te rnationa l 
studen ts. 
 
 

 

Responsib ility:  Board  of Trin ity Catholic College  

Reviewed:   Decem ber 2022 

Next review date :  Decem ber 2025 
Policy:   In te rnationa l studen ts 

 
 
 
 
 




