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YOUR RIGHTS IN NEW ZEALAND

Code of Practice
Windy Ridge School has agreed to observe and be bound by the Education (Pastoral Care
of Tertiary and International Learners) Code of Practice 2021 published by the New
Zealand Qualifications Authority (NZQA), available on request from the NZQA website’s
International Students section:
https://www.nzqa.govt.nz/providers-partners/tertiary-and-international-learners-code/

Immigration
All international students must meet the requirements of Immigration New Zealand. Full details for
parents or legal guardians of visa and reporting requirements, while a student is studying are
available through Immigration New Zealand:
www.immigration.govt.nz/new-zealand-visas/options/study

Accident, Medical and Travel Insurance
International students must have an appropriate and current accident, medical and travel insurance
for the full period of their study, from leaving home country to returning home country.

Conditions of Contract with Parents or Legal Guardians

1. Students and parents or legal guardians must accept and abide by the school’s expectations
regarding behaviour and conduct which applies to all students. Unacceptable behaviour may
result in the termination of tuition. Guidelines may be found on the Windy Ridge School website
and also in the International School Handbook.

2. Students and parents or legal guardians must observe the laws of New Zealand.
3. Students and parents or legal guardians must observe the conditions of their visa. If a student,

parents or legal guardian breaks the terms of the visa, the school will report the facts to the New
Zealand Immigration Service, which may result in the student and parents or legal guardians
having to leave New Zealand.

4. Class placements are decided on the evidence of assessment after arrival in New Zealand. All
information given before enrolment about placement is provisional. The school reserves the right
to adjust placements at any time if it is in the student’s interests.

5. The student will attend the school on all occasions when it is open unless prevented by illness or
other notified reasons.

6. Tuition fees will be paid in full before enrolment, and prior to re-enrolment for the following year.
1. The conditions of the Fee Refund Policy will be accepted by the parent or legal guardian.
2. All additional costs must be paid promptly, as required, e.g. school camps, additional activities,

extra-curricular activities etc.
3. All students and parents or legal guardians are required to have travel and medical insurance for

the duration of the period of their stay and proof must be provided.
4. All international students must live with their parents or legal guardians (proof of legal

guardianship must be supplied).
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APPLICATION PROCEDURE
When you apply to have your child enrolled as an International Student at Windy Ridge School you
will be sent the following documents:

● An International Enrolment Application Form - this must be completed in full before your
application may be considered.

● As part of the enrolment application, you will be required to agree to the:
o Schedule of Fees,
o Fee Protection Policy,
o Refund Policy https://windyridge.schooldocs.co.nz/ international learners

● When payment has been received a confirmation of placement letter and receipt will be
emailed for parents or legal guardians to apply to Immigration.

1. You will need to apply to Immigration New Zealand for a visa based on the confirmation of
placement letter (this may take 2-3 weeks).

2. On arrival in New Zealand the student, parents or legal guardian will have a tour of the school
and then an interview with the Principal/International Student Co-ordinator to discuss the
environment at Windy Ridge School and the needs of the student.

3. As part of the interview the International Co-ordinators (Principal) will:
a. Take a photocopy of the visa.
b. Go over the enrolment form to check that the information is correct
c. Discuss a starting date
d. Answer any questions

COPING WITH PROBLEMS

We want the student to be happy at Windy Ridge School. There are times, however, when things
do not go as smoothly or as well as we may like. Here are some ideas about what you can do
about it. If you are not confident you can always bring a friend to assist in translation.

In situations where the school deems it necessary, they will, where available and accessible to
international students seek the advice and guidance of relevant agencies.

If you have a concern or complaint, contact the international coordinator to discuss your
concerns. If you are unhappy with the outcome of the meeting with the International
Co-ordinator you are welcome to contact the Principal.
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FORMAL COMPLAINT

1. If an informal meeting is not able to resolve your concern or complaint, you can make a formal
complaint.

2. In the interests of fairness, any formal complaint or serious allegation must be made in writing by
the parent or legal guardian. Interpreters may be found through http://www.interpret.org.nz to
assist with meetings or formal correspondence. Due to our multicultural environment, we also
have access to a number of parents who are happy to come in and assist a parent as an
interpreter. All parties will respect confidentiality.

3. If the complaint is about the principal, all correspondence must be directed to the Chairperson of
the Board of Trustees. The contact details are available from the school office or Windy Ridge
School website. Give as many details as possible, including details of efforts that have been
made to resolve the issue. Include names and contact phone numbers.

4. The school must acknowledge receipt of the complaint in writing or by email to the complainant.
A copy of the letter of the complaint to the staff member concerned.

5. The Principal must inform the Chairperson of the Board of Trustees of any formal complaints.
6. If the complaint is not resolved the parents or legal guardians should refer their complaints to

NZQA.
7. Please refer to the NZQA website for information on the International Educational Dispute

Resolution Scheme. You must be able to show that you have tried to get the school to act before
you contact them. They will consult the school to see what can be done to help you.
http://www.education.govt.nz/ministry-ofeducation/legislation/regulations-to-
support-international-students/

ABSENCE OR WITHDRAWAL FROM SCHOOL

If a student is not attending the school:
1. In the case of absences, the parent or legal guardian must follow the normal school procedure of

notifying the school office in the morning of the first day of the absence, and following this up with
an email on the first day of the child’s return to school. If the absence can be foretold, e.g., an
appointment, then the school office is to be emailed the day before the appointment or earlier

2. If the student is absent without reason, the school initially contacts the parent or legal guardian
for an explanation. If the child is considered truant from school, the Principal will have a meeting
with the parents or legal guardian to rectify the situation. If the truancy continues, then a family
meeting will be held, and contingencies put in place. If this does not rectify the situation, then the
enrolment will be terminated, and Immigration New Zealand will be notified.

3. If the student does not attend for more than twenty consecutive school days then the school will
notify the parents or legal guardians in writing that the enrolment has been terminated.
Immigration New Zealand will also be notified.

4. If the parents or legal guardian have previously notified the school in writing that the child will be
absent for a period of time, with the full reason for the absence, the place shall be held, providing
all fees have been paid in full, as required.

If a student withdraws from school:

1. The parents or legal guardians must write to the school before the student’s last day, giving the
date of the final day of attendance and the reason for leaving. The school must notify
Immigration New Zealand.
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CIRCUMSTANCES IN WHICH TUITION MAY BE TERMINATED

The school may terminate the enrolment at its discretion if:

1. The enrolment application is found to be inaccurate in any way.
2. If upon commencement in class the student shows undisclosed significant special educational

needs, disabilities or behaviour problems that were not declared on the application then the
principal will discuss with the parents or legal guardian if these issues can be resolved. Should
this not be possible termination of enrolment will be put in place by the school.

3. The student is absent, without a valid reason, or consistently truanting from school.
4. The student’s behaviour is such that they would be stood down or excluded, and attempts to

resolve it have not succeeded in the opinion of the school, after the following process:
If the student’s behaviour is deemed unacceptable, then a meeting with the student, parent or
legal guardian and the school board’s disciplinary committee will be arranged.

5. If the behaviour does not improve, written notification will be given to the parent or legal
guardian warning of the danger of termination of the enrolment.

6. If there is no further improvement, the parents or legal guardian and the student will be notified
in writing that the student must leave at the end of that term, or earlier if the school decides, and
will not be eligible to return the following term. An acceptable level of behaviour means following
the school’s behaviour expectations, which are laid out in the Windy Ridge School International
Student Handbook. Upon termination of enrolment, the school will notify Immigration New
Zealand

ACCOMMODATION POLICY FOR INTERNATIONAL STUDENTS

Under the Code of Practice All year 1-6 international students enrolled in New Zealand schools
must be living with their parent or legal guardian. A parent or legal guardian is defined as a person
who is legally responsible for the child. The school will need to verify the student’s age by sighting
an English translation of the student’s birth certificate, passport, and the passports of the parent or
legal guardian.

Emergencies
Windy Ridge school is responsible for all emergency procedures during school hours. In the event
of an accident or emergency, School will take appropriate action and the parent or legal guardian
will be contacted as soon as possible by the school office. It is vital that parents keep their contact
details up to date.
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Pandemic Planning
1. In the event of a pandemic affecting New Zealand, the school will follow the Ministry of

Education, Ministry of Health and NZQA advice and rules regarding all student learning
activities.

2. International students will have to follow the rules just as every other person in New Zealand
during the pandemic period.

3. If the overseas country’s border is restricted and the student may not be able to return home
they will have to stay in New Zealand until the restriction is lifted.

4. Students and their parents or legal guardians will be informed about pandemic influenza and the
steps they need to take to stay healthy and safe. The school will communicate with you directly
through email or school newsletters to keep you informed about our plan and the local pandemic
influenza status.

5. The school will provide 24/7 support for residential caregivers, and for students and their
parents. The school emergency phone number will be given out on acceptance of the
application.

6. The parent or legal guardian will be contacted as soon as possible in case of an emergency.
7. If the student, parent or legal guardian has not left home or are in transit when the pandemic is

declared, it will be the parent or legal guardian's responsibility to take further travel alternatives.
The following information may be useful for this purpose:

8. If the student and parent or legal guardian have not left home when travel to New Zealand is
restricted they should not start their journey. They should stay at home until the pandemic is
over. This will be announced in the New Zealand news media and on the Ministry of Foreign
Affairs and Trade website - http://www.mfat.govt.nz/ Your country’s New Zealand embassy
should be able to tell you the current situation.

Windy Ridge School will also advise the parent or legal guardian immediately. Please phone the
school and inform them when the student and parent or legal guardian arrives in their home
country or if there are any problems. The school may be able to help you to contact the
embassy.

MEDICAL AND TRAVEL INSURANCE POLICY

All students and parents or legal guardians must have acceptable, appropriate, and current
medical and travel insurance for the full duration, i.e., from home country to home country, of
their planned study before enrolment, as specified in the Code.

“Acceptable” insurance complies with the Code and is acceptable to the school.
“Appropriate” insurance refers to a private insurance policy and should meet the following
guidelines: Length of cover: The policy should cover the full duration of the planned study
including any holiday breaks taken. ACC provides cover for all people in New Zealand for
injuries and accidents, but not if they occur overseas, so students taking holidays out of New
Zealand during their study must be covered by their private insurance policy.
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Insurance policies must cover:
1. Travel: delays, missed flights, and any medical expenses incurred during travel into or out of

New Zealand.
2. Health Cover: (an unlimited sum insured), all medical expenses for hospital treatment due to

illness or injury (in excess of ACC cover), medical evacuation related to serious injury or illness,
the cost of family members’ travel if the student suffers serious illness or injury emergency
dental treatment.

3. Personal Liability: negligence causing injury (including death) to another person, or damage or
loss of property; and false arrest and wrongful detention.

4. Repatriation: if the student’s study plans are interrupted due to injury or illness that requires
them to return home.

5. Death: in the event of the student’s death the repatriation of their body, or their funeral expenses
the travel costs for family members.

6. Search and Rescue: any search and rescue operation performed to find the student.

Windy Ridge School advises all prospective students of the standard wording as set out in the Code
of Practice.

Students and parent or legal guardian purchasing insurance should purchase insurance cover at
the time of fee payment and before they leave their home country.

If the insurance is provided from a New Zealand company, policy details should be provided in the
student’s first language where possible.

In the case of overseas policy providers, students must provide the school with the policy details in
English, before the student attends classes.

Verification of Insurance Policies

In accordance with section 39. 44 (1-3) of the Code and Code Guidelines, Windy Ridge School
verifies all policies before enrolment and checks that:

1. The insurer/re-insurer is a reputable and established company with substantial experience
in the Travel Insurance business and has a credit rating no lower than A from Standard
and Poors, or B+ from AM Best.

2. The insurer is able to provide emergency 24-hour, 7 days per week cover.
3. Students and parent or legal guardian have a “certificate of currency” and policy wording

from the insurance company stating that the student and parent or legal guardian has
purchased the cover for the duration of the planned period of study. The certificate and
policy wording must also detail medical sums insured, repatriation benefits, etc. It should
confirm that the policy is consistent with the guidelines above.

If a student and parent or legal guardian do not have appropriate and current medical and travel
insurance cover, the school must advise the student and parent or legal guardian of the medical
and travel insurance requirement.

For each student and parent or legal guardian, the school takes a copy of their medical and travel
insurance policies (thus retaining a record of the insurer’s name, the policy number, and the policy
start and end dates). School administrators will contact the parent or legal guardian near the
renewal date for each policy to ensure uninterrupted cover.
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THE CODE OF PRACTICE:

INTRODUCTION
When students, parent or legal guardian from other countries come to study in New Zealand, it is
important that those students and parent or legal guardian are well informed, safe and properly
cared for. New Zealand educational providers have an important responsibility for international
students’ welfare. Please refer to the Education (pastoral Care of Tertiary and International
Learners) Code of Practice 2021, this provides a procedure that students and parent or legal
guardian can follow if they have concerns about their treatment by a New Zealand educational
provider or agent of a provider.

What is the Code?
The Code is a document that provides a framework for service delivery by educational providers
and their agents to international students. The Code sets out the minimum standards of advice and
care that are expected of educational providers with respect to international students. The Code
applies to pastoral care and provision of information only, and not to academic standards.

Who does the Code apply to?
The Code applies to all education providers in New Zealand with fee-paying international students
enrolled. The Code is mandatory for these providers and must be signed by them.

What is an “international student”?

An “international student” is a foreign student studying in New Zealand.

How can I get a copy of the Code?
You can request a copy of the Code from your New Zealand education provider. The Code is also
available online from the New Zealand Qualifications Authority www.nzqa.govt.nz

How do I know if an education provider has signed the Code?
The N.Z. Ministry of Education, NZQA, maintains a register of all signatories to the Code. If the
education provider that you are seeking to enrol with is not a signatory to the Code, you will not be
granted a permit from Immigration New Zealand and you will not be able to study at that institution.

What is the Educational Review Office?
ERO evaluates and reports on the education and care of children and young people in early
childhood services and schools in New Zealand. At regular intervals, learning centres are visited
and reports are written. You may view Windy Ridge School’s most recent report by visiting the ERO
website. https://ero.govt.nz/audience/schools
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What do I do if something goes wrong?
If you have concerns about your treatment by your education provider or by an agent of the
provider, the first thing you must do is contact the principal, the international co-ordinators, or
another person who has been identified to you as someone that you can approach about
complaints at your institution. The Code requires all institutions to have fair and equitable internal
grievance procedures for students and you need to go through these internal processes before you
can take the complaint any further. If your concerns are not resolved by the internal grievance
procedures, you can contact the International Student Contract Dispute Resolution Scheme Rules
2015 as outlined in the following website:
www.education.govt.nz/ministry-of-education/legislation/regulations-to-support-international
-students/#dsr

THE CODE OF PRACTICE: SUMMARY

The Code sets standards for education providers to ensure that:

1. High professional standards are maintained.
2. The recruitment of international students is undertaken in an ethical and responsible manner.
3. Information supplied to international students and parent or legal guardian is comprehensive,

accurate, and up-to-date.
4. Students and parent or legal guardian are provided with information prior to entering into any

commitments.
5. Contractual dealings with international students and parent or legal guardian are conducted in an

ethical and responsible manner.
6. The particular needs of international students are recognised.
7. All providers have fair and equitable internal procedures for the resolution of international student

grievances.

Full details of what is covered can be found in the Code itself. The Code also establishes the
International Student Contract Dispute Resolution Scheme Rules 2015
www.education.govt.nz/ministry-of-education/legislation/regulations-to-support-international-student
s/#dsr
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