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�Introduction



These guidelines have been produced to support New Zealand education providers enrolling international students in Years 7 and 8 of a school, or aged 11 to 13 and enrolled in any other provider, who are not living with a parent, and in particular, to assist those providers to meet the special requirements of the “Code of Practice for the Pastoral Care of International Students” (“the Code”) relating to very young international students.



The guidelines apply to individual and group students in Years 7 and 8 in schools and aged 11 to 13 in other education providers.  Templates in the guidelines may also be modified and used for other students.



Under the Code, education providers need special approval from the Code Administrator (the Ministry of Education) to enrol international students in Years 7 and 8 of a school, and aged 11 to 13 in any other education provider.  



The guidelines have been produced with input from experienced representatives from the primary/intermediate sector and the private training establishment sector.  



The guidelines consist of explanations of the Code requirements and good practice examples of documentation and forms that may be used to support the pastoral care of very young international students.  It is intended that education providers will modify the examples in the guidelines to suit their own pastoral care infrastructure where appropriate. 



Education providers with very young international students are not required to use the good practice examples provided in these guidelines if they have their own procedures in place which meet the requirements of the Code.  However, these education providers may wish to compare their own policies and procedures with these examples to ensure that they are meeting the minimum standards set by the Ministry in respect of pastoral care for very young international students. 



These guidelines complement the existing Guidelines to Support the Code of Practice for the Pastoral Care of International Students and should be used in conjunction with them. 



Please note that the templates contained in these guidelines are only good practice examples that can be adapted. These forms are not required to be completed to obtain approval.



The guidelines are available online from the Ministry’s website at www.minedu.govt.nz/goto/international, and may be photocopied and distributed freely. 
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�Background



Recent amendments to the Code of Practice for the Pastoral Care of International Students require the establishment of minimum standards for education providers enrolling or intending to enrol very young international students, in the following areas:

Accommodation;

Communication between international students and their parents;

First language support;

First language counselling; and 

Cross-cultural training for staff.



The amendments require initial approval and closer monitoring of delivery of pastoral care to international students in Years 7 and 8 or aged 11 to13 through the following mechanisms:

Completion of an application form, and submission of same to the Code Administrator;

An on-site visit by the Code Administrator; and

Six-monthly reporting to the Code Administrator.



Education providers are also required to review their own Code compliance every three months.



Site visits are required for providers enrolling individual students and group students.  If providers enrol both individual and group students, the minimum standards will need to be demonstrated in respect of individual students (of the same nationality) only.  



Overview of Code requirements



International students in Years 1 to 6 of schools and aged 10 and under in any other provider:

Must live with parents unless they are group students or living in a school hostel

Education providers must have processes in place to ensure that the developmental and pastoral care needs of students are being appropriately met, including:

Access to first language support

Access to first language counselling

Cross-cultural training for staff in regular contact with students

Education providers must review their own performance quarterly and report to the Code Administrator on their performance every six months

Education providers must provide for regular communication between students and parents where students are living in a school hostel.





International students in Years 7 and 8 of schools and aged 11 to 13 in any other provider:

If students are not living with their parents (including group students and students in school hostels), then:

Education providers must apply to the Code Administrator for approval

Education providers must ensure students are living in appropriate accommodation

Education providers must have processes in place to ensure that the developmental and pastoral care needs of students are being appropriately met, including:

Regular communication between students and their parents

Access to first language support

Access to first language counselling

Cross-cultural training for staff in regular contact with students

Education providers must review their own performance quarterly and report to the Code Administrator on their performance every six months. 



These requirements are additional to other Code requirements.  Further details and timeframes for the “very young” requirements can be found in the Code itself.



The requirements represent basic standards set by the Ministry of Education to achieve compliance with the new amendments.  The Ministry will be looking for fulfilment of the requirements when processing application forms, conducting site visits, and processing six-monthly reports. 



There may be some flexibility when applying the requirements.  If education providers have any queries over how they may meet the new Code requirements, they should contact the Ministry of Education Code Operations Unit. 

�





CHAPTER ONE:	GENERAL





This chapter contains explanations and good practice examples of the general requirements for very young international students set by the Ministry of Education under the “Code of Practice for the Pastoral Care of International Students”.  







CHAPTER CONTENTS:



Information Collected Prior to Enrolment



Emergency and Accident Procedures



Enrolment Processes 
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1.1	Information Collected Prior to Enrolment



Code References: 	Sections 6.1, 7.1, 15.9, 15.10, and 15.11



Requirement: 	Request sufficient information about international students prior to enrolment.



Introduction:	To obtain approval from the Code Administrator to enrol very young international students, education providers must demonstrate that they request sufficient information from international students prior to enrolment. 



	The following application for enrolment form is an example of a comprehensive application form that education providers may use to request information from international students. 



	The form consists of seven parts.  The first six parts relate to information collected for the education provider, regardless of the accommodation situation of the student.  The seventh part relates to information collected where the education provider is arranging accommodation for the student, and only needs to be completed in that situation. 



	The information collected on this application form can be used to produce a personal profile of the student for their classroom teacher, and their homestay family (if applicable).  Examples of personal profiles for the classroom teacher and the homestay can be found in Chapter Two: Accommodation in these Guidelines.  



	Signatories should inform parents that any release of material will comply with the Privacy Act

�

APPLICATION FOR ENROLMENT AS AN INTERNATIONAL STUDENT AT [NAME OF EDUCATION PROVIDER]

To apply for enrolment at [name of school], please complete this application form and forward it to:

[name of person]

[education provider’s address]

Please ensure that all the information is complete and correct.  Failure to properly complete the form may result in a delay in processing, or rejection of your application.  Failure to provide correct information may result in your child’s enrolment being terminated. 



PART ONE:		PERSONAL INFORMATION

Student Name:……………………………………………………………..………………………………………..

Birth Date:…………………………….  Gender (please circle):  Male / Female

Parents Names:	(Mother)……………………………………………………..………………………………

			(Father)……………………………………………………..………………………………

Home Country:……………………………………………………………..…………………………………………

Residential Address:…………………………………………………………………………………………………

…………………………………………………………………………………………………………………………

Postal Address (if different from above): ………………………………………………………………………….



Contacts:	Home Phone……………………….. 	Work Phone……………………. 	Fax…………………………………..	Email…………………………….

		Emergency Contact Number………………………………………………

		Who is the emergency contact person?…………………………………



New Zealand Contact:	Name………………………..……… Phone……..….……………

				Relationship to Student………………………………………….…

Agent Details:			Name…………………………………Phone……………………..

Medical and travel insurance is compulsory for international students coming to New Zealand.  Please provide your medical and travel insurance details:

Insurance company…………………………………..Policy type…………………………………………………

Policy start date………………………………………Policy end date…………………………………………….

OR (tick)

I have not yet taken out medical and travel insurance, but agree to do so and will provide proof of this to the school on acceptance of this application for enrolment.  

OR (tick)

I would like the school to arrange medical and travel insurance on my behalf and bill me for this together with school fees. 

�PART TWO:		LIVING SITUATION IN YOUR HOME COUNTRY



What type of home do you live in? (Apartment, House, etc)…………………………………………………..

Where is your home located? (City, Town, Countryside, etc)…………………………………………………

How do you get to school? (Walk, Bus, Train, etc)……………………………………………………………….

Do you have any brothers or sisters? 	Yes  /  No	(please circle)

If Yes please list their names and ages and indicate whether they live at home:

Name�Age �Male/Female�Living at Home (Y/N)���������������������������

Who else lives in your home? (Mother, Father, Uncles, Aunts, Grandparents, etc)

Relationship to student�Name��������������������������

Who usually looks after you?		……………………………………………………………………………..

What work do your parents do?	(Mother)……………………………………………………………………

					(Father)…………………………………………………………………….



PART THREE:	HOBBIES, INTERESTS, SPORTS



What sports do you play? (Please list your level of experience next to each sport – e.g. social player, school team, regional representative, etc)

Sport:………………………………………..Level of Experience…………………………………………………

Sport:………………………………………..Level of Experience…………………………………………………

Sport:………………………………………..Level of Experience…………………………………………………



Do you sing or play any musical instruments? (Please state how long you have been playing for next to each instrument)

Sing:	Yes	/	No 	If Yes, how long for?………………………………………………………………

Instrument played:…………………………..How long for?……………………………………………………….

Instrument played:…………………………..How long for?……………………………………………………….

Instrument played:…………………………..How long for?……………………………………………………….

Are you in a band or a choir? (If yes please state)..…………………….………………………………………..

What are your interests? (E.g. astronomy, environmental issues)………..…………………………………….

………………………………………………………………………………………………………………………….

What are your hobbies? (E.g. model trains, collecting stamps or stickers)……………………………………

………………………………………………………………………………………………………………………….

Are there any other sports or hobbies that you would like to be involved in while you are in New Zealand? (Please state):

………………………………………………………………………………………………………………………….

Do you have any other particular talents, dislikes, or problems?……………………………………………….

………………………………………………………………………………………………………………………….



PART FOUR:		HEALTH INFORMATION	(PARENTS TO COMPLETE)



Does your child have any pre-existing medical conditions or concerns? 	Yes  /  No

If Yes please state:…………………………………………………………………………………………………



New Zealand children are vaccinated against the following diseases.  Please circle the ones your child has been vaccinated against:



Whooping Cough�Diphtheria�Tuberculosis�Tetanus�Measles��Mumps�Rubella (German measles)�Polio�Hepatitis B��

If your child has not been vaccinated against any of the diseases above, and the opportunity arises for your child to be vaccinated at school, do you consent to your child being vaccinated?



Yes	/	No 	Please state which diseases vaccination consent is given for:……………………….

………………………………………………………………………………………………………………………….



Does your child have any allergies? (E.g. food allergies like peanuts or wheat, or medical allergies like penicillin or bee stings):……………………………………………………………………………………………...



Does your child carry any medication for this allergy?…………………………………………………………...



Name any other medication your child requires:……...…………………………………………………………..





Has your child had any of the following illnesses? (Please circle)

Measles�Rubella�Chickenpox�Mumps�Polio�Malaria��Tuberculosis�Rheumatic fever�Meningitis�Hepatitis�HIV�Diphtheria��

Are there any family medical conditions that we should know about to ensure the safety of your child? (E.g. food allergies, bee sting allergies)……………………………………………………………………………



Does your child have any other any special health or medical needs?………………………………………...



PART FIVE:		STUDY INFORMATION

Parents to complete

Please attach your child’s most recent school reports	Reports Attached	(Please tick)	

Does your child have any specific learning needs or difficulties that could affect their progress? ……………………………………………………….

What is your estimate of your child’s level of English? (Please circle)	

Beginner�Elementary�Pre-Intermediate�Intermediate�Upper Intermediate��

Student to complete

What are your favourite subjects at school?………………………………………………………………………

What do you find the most challenging about school?…………………………………………………………..

What do you enjoy most about school?……………………………………………………………………………

What are your dreams and ambitions?…………………………………………………………………………….

………………………………………………………………………………………………………………………….

What do you hoping for or looking forward to in your New Zealand school?

………………………………………………………………………………………………………………………….

What worries you about living and studying in New Zealand?……………………………………

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….



PART SIX		OTHER INFORMATION



Have you travelled to other countries before? (Please state which ones)……………………………………..

Have you lived away from your family before?……………………………………………………………………

What is your religion?………………………………………………………………………………………………..

Do you need to attend church or another place of worship on a regular basis? (Please circle) Yes  /  No 

If yes please state which church …………………………………………………………………….

Do you plan to return home in the term holidays? (Please circle)		Yes  /  No

Is there a particular part of your culture that is very important to you that we should know about?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

Are there any special items you plan to bring with you?…………………………………………………………

What is your favourite food?………………………………………………………………………………………...

Is there any particular food that you cannot eat?…………………………………………………………………

Do you have any special dietary requirements (E.g. vegetarian, don’t eat chicken or pork, etc)……………

………………………………………………………………………………………………………………………….

Is there any particular New Zealand food that you are looking forward to eating?……………………………



PART SEVEN	HOMESTAY INFORMATION (PLEASE FILL THIS OUT IF THE EDUCATION PROVIDER WILL BE ARRANGING YOUR HOMESTAY)



Most New Zealand families have pet cats or dogs that live in their homes.  Are you allergic to any pet animals? (If yes please state which)……………………………………………………………………………….



Do you have a fear or phobia of any pet animals?……………………………………………………………….



Do you mind sharing a room: (Please circle any that apply)

With another international student�With a child from your homestay family��

Do you mind living in a house with smokers?	Yes	/	No



What are you most looking forward to about your homestay family? ……………………….……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….

Is there any special request you would like to make of your homestay? (Please state)……………………..

………………………………………………………………………………………………………………………….

.………………………….……………………………………….……………………….……………………………

�

1.2	Emergency and Accident Procedures



Code References: 	Sections 7.5, 7.6, 15.7, 15.9, and 15.10



Requirement:	An appropriate emergency and accident procedure for contacting parents and accommodation providers in the event that an international student is involved in an accident or emergency.  



Introduction:	To obtain approval from the Code Administrator to enrol very young international students, education providers must demonstrate that they have appropriate emergency and accident procedures specific to international students. 



	This section contains example emergency and accident procedures for education providers, homestays, and parents of international students. 



�INTERNATIONAL STUDENTS EMERGENCY AND ACCIDENT PROCEDURES



This form should be completed and available to staff.



WHAT TO DO IF AN INTERNATIONAL STUDENT IS INVOLVED IN AN ACCIDENT OR EMERGENCY



Emergencies

An emergency is a situation that requires immediate action.  In a situation that requires immediate action, there is not usually time to look up procedures or refer to written information.  It is vital that everyone is familiar with emergency procedures before an emergency occurs.



Accidents

An accident may or may not constitute an emergency.  If the accident does not constitute an emergency, then there may be time to look up procedures or refer to written information.



Educators need to distinguish between an accident and an emergency and act accordingly. 



Different procedures for international students

In the case of an emergency or accident involving an international student, the normal school emergency procedures should be followed and the appropriate international student interpreter should be contacted.



Nationality of student�Interpreter name�Interpreter phone number����������

International students with allergies or medical conditions

Classroom teachers are responsible for educating the rest of the staff about their students with allergies or medical conditions that staff should know about. 



Student name�Medical condition�Classroom teacher�Action required������������

Contact with parents and caregivers of international students

In an accident or emergency situation where it is necessary to contact the parents and New Zealand caregivers of an international student, this should be undertaken by the Principal or Manager / Director or Designated Pastoral Care person.

Homestay parents and classroom teachers are not responsible for contacting and should not contact an international student’s parents in the event of an emergency or accident.

Classroom teachers need to inform relief teachers that there is an international student in their class and that the emergency procedure is as above.   



Insurance companies

Students’ insurance companies may need to be contacted in the event of an accident or emergency.  The following students’ insurance companies should be contacted:



Name of student�Insurance company�Contact details������INSTRUCTION SHEET FOR INTERNATIONAL STUDENT 24-HOUR CONTACT PERSON



This instruction sheet should be completed and given to the 24-hour contact person for international students where the education provider has students in homestays and boarding establishments. 



Education provider’s responsibility

The education provider is responsible for all emergency procedures during school hours, and all emergency procedures 24/7 where the student is in a homestay or a boarding establishment.

Where the student is living with his/her parents or designated caregivers, the education provider should have emergency procedures to cover incidents within school hours, and also consider providing support to parents / designated caregivers outside school hours if they are newly arrived in New Zealand and may have difficulty communicating or knowing what to do.

If a student is in a critical condition or has been killed, contact with the parents should be made by Interpol.  In other cases, contact should be by the Principal, Director, or International Student Manager. 



Role of the 24-hour contact person

The role of the 24-hour contact person includes:

Being available 24 hours a day, 7 days a week, to respond immediately to a crisis

Being in the same town as the international student at all times, unless the student is away on holiday.

If you are called on the emergency phone number, you must be able to react immediately. If you are not able to react immediately then you must ensure that someone else has the emergency phone.

The role may be shared between several people, provided each person has all necessary information and understands the procedures. 



Requirements

In order to carry out their role, the 24-hour contact person should have:

A mobile phone that is carried with them at all times and never switched off

A current first aid certificate

A cool head in a crisis 

Medical information about international students, including allergies and health conditions and concerns

Contact information for agencies and student agents, insurance companies, parents, and caregivers.



Contact information 



Agency�Contact number�Agency�Contact number��Local police��Interpol���

Name of student�Agent �Insurance company�Parents�Designated caregivers��������

EMERGENCY AND ACCIDENT PROCEDURES FOR HOMESTAYS AND BOARDING ESTABLISHMENTS



This information sheets contains information about what you need to do in case of an accident or emergency involving your international student.  Please keep it in a safe place, e.g. on your fridge, on the family noticeboard, or by the telephone.  

Homestay caregivers need to ensure that everyone who takes care of the international student is aware of these procedures.



1. Emergencies and accidents

Emergencies

An emergency is a situation that requires immediate action.  In a situation that requires immediate action, there is not usually time to look up procedures or refer to written information.  It is vital that everyone is familiar with emergency procedures before an emergency occurs.

Accidents

An accident may or may not constitute an emergency.  If the accident does not constitute an emergency, there may be time to look up procedures or refer to written information.

Homestay caregivers need to decide if a situation is an accident or an emergency, and act accordingly. 



2. Education provider’s responsibility

The education provider has responsibility in the case of emergencies and accidents during and outside of school hours when the student is in a homestay or boarding establishment situation.  This means that the education provider should be contacted as soon as possible in these situations.  The education provider will help and support you and make sure that all appropriate procedures are followed. 



3. What to do

In an emergency act appropriately (e.g. remove the student from danger, apply first aid, call an ambulance) then phone the interpreter: 



Interpreter name:���Interpreter number:���

Then contact the school’s 24-hour contact person:



24-hour contact person name:���24-hour contact person number:���

The education provider is responsible for contacting the international student’s parents.  You are not responsible for this, and in an emergency or accident contact with the international student’s parents should be made by the education provider only.







4. In case of accident or illness

If an international student is injured or unwell and your level of concern is high take the student to the nearest accident and emergency department or if appropriate dial 111 and ask for an ambulance.  If your level of concern is low or moderate take the student to your GP, or if time permits call [insert education provider’s number] for advice during the day.



If you are concerned for your student’s well-being and unsure of what to do, call the students emergency contact for assistance as it is better to be cautious.



Your student’s details:

Insurance Details (company, policy type, contact number):�Medical Concerns:�Allergies:�Previous illnesses:����������������������

�INFORMATION FOR PARENTS OF INTERNATIONAL STUDENTS AT [NAME OF EDUCATION PROVIDER]



This sheet contains important background information about processes and procedures that will be followed by the education provider in respect of your son / daughter.  Please read it carefully and make sure that you are happy with all the information.  If you have any queries please contact [name of contact person] at [contact details]. 



Accidents and emergencies

The education provider is responsible for all emergency procedures during school hours, and all emergency procedures outside school hours while the student is in a homestay or a boarding establishment. 



In the event of an accident or emergency appropriate action will be taken and you will be contacted as soon as possible by the school principal / manager [name], your student’s agent, or your insurance company, on the emergency contact number you provided on your child’s application for enrolment form. 



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



Communication

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



Parents are encouraged to interact with the education provider and invited to visit their child’s school at least once during their child’s period of enrolment.



Parents can be expected to be contacted by the education provider if there are any concerns regarding their child’s well-being or progress.



Parents should contact the school principal / manager [name] if they have any concerns or issues they want to discuss about their children. 



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



Your child’s contact information:



EDUCATION PROVIDER�ACCOMMODATION ��Postal address:�

�Postal address:���Contact person:

(Name, number, email)��Contact person:

(Name, number, email)���





�

Enrolment Processes



Code References: 	Sections 15.9, 15.10, 17.5, 17.6, 17.7



Requirement:	Have appropriate enrolment procedures for international students.  



Introduction:	To obtain approval from the Code Administrator to enrol very young international students, education providers must demonstrate that they have appropriate enrolment procedures for international students. 



This section outlines the Code requirements for living situations for international students, and includes a flow chart to follow to determine the living situation, a process chart for each category of accommodation for international students, and a flow chart for enrolling international students. 



International students are permitted to live in the following types of accommodation:

With parents

With designated caregivers

In a homestay

In a boarding establishment

In temporary accommodation (for short-stay and group students only). 

Education providers need to determine and approve where an international student will live prior to enrolment, and ensure that this complies with their Accommodation Policy.  An  Accommodation Policy  template is available on www.minedu.govt.nz/goto/international - Code of Practice – Good Practice Templates.

















































The International Student Enrolment Process

Part A: Determining the Living Situation



Is the education provider approved to enrol very young international students?��Yes�No����



��





�



�

Check who the child will be living with��Parent�Designated Caregiver�Boarding Establishment�Homestay������









Check that they are really the child’s parents��No�Yes��Check that they are really designated caregivers��Yes�No�����



Decline enrolment��Or���Treat as a homestay��











�

�

Check the parents immigration status��Work permit�Visitors visa�Permanent residence�� 





�

�

��

�

�









�

��











LIVING SITUATION: �WITH PARENTS��

Steps to be taken by the education provider



1.	A parent is a person with the right and responsibility to provide care for a child, and must be the person the child normally lives with in the home country.

	Ask for:

The child’s birth certificate;

The child’s passport; and

The parents’ passport(s).



2.	Compare the names on the birth certificate with the names on the passports. 



3.	Check the passport photographs.



4.	Check and record the visa/permit dates in the parents’ passports.  Ideally the visa/permit expiry date should be after the end of the student’s period of enrolment.  If the visa/permit expiry date is before the end of the student’s period of enrolment, the education provider will need to record the expiry date and require the parents to obtain a renewal of the visa/permit and supply this to the education provider at the appropriate time.



5.	Papers of legal guardianship are not recognised in New Zealand and must not be accepted as proof of parentage by an education provider unless:

There is also proof that the person with the legal guardianship papers is the person that lives with the student in the home country; AND

The papers are from a Court. 

In any case where an education provider intends to accept papers of legal guardianship as proof of parentage, the education provider should check with the Ministry of Education Code Operations Unit first.  Situations where these papers can be accepted  will be extremely rare.



6.	Persons with papers of legal guardianship may be approved as designated caregivers or homestay carers for a child.  To approve this, follow the steps for these categories of accommodation.

�

LIVING SITUATION: �WITH DESIGNATED CAREGIVERS ��

Steps to be taken by the education provider



1.	A designated caregiver must be a relative or close family friend, and the education provider must:

Take steps to satisfy itself that a designated caregiver really is a relative or close family friend. 

Have a signed document from the child’s parents (not an agent) stating that:

The designated caregiver is a relative or close family friend, and the nature of the relationship; AND

The parents are selecting the accommodation (the designated caregiver residence) for the child, subject to the education provider approving the accommodation. 

2. 	Providers must check and record the visa/permit dates in the designated caregiver’s passports. Ideally the visa/permit expiry date should be after the end of the student’s period of enrolment.  If the visa/permit expiry date is before the end of the student’s period of enrolment, the education provider will need to record the expiry date and require the designated caregiver to obtain a renewal of the visa/permit and supply this to the education provider at the appropriate time. Providers may choose not to approve Designated Caregivers who have only Visitors or Short-term permits.

3.	To satisfy itself that the person is really a relative or close family friend, the education provider could:

Ask the person what sort of relative they are, or the nature of the friendship including how long they have know the parents and how they first met the parents. 

Ask the child if the person is their mother’s brother/sister, or father’s brother/sister (if the person claims to be an aunt or uncle).

Ask the child if they know the person.  When did they meet them? Has the child ever been to their house in their home country? 



4.	Templates for the Designated Caregiver Agreement and an Indemnity document are available from the Ministry of Education website at www.minedu.govt.nz/goto/international, or on request from the Code office.



5.	If the education provider is not sure that the person is a relative or close family friend, the education provider may choose to approve the person as a homestay carer instead of a designated caregiver. It is advisable to police vet people over 18 years old in the household and to require character references from the caregivers. The main differences between designated caregivers and homestay carers are:

Education providers must visit homestays twice a year; and

Education providers must support homestay carers (see Chapter Two: Accommodation).



6.	If the person is to be approved as a designated caregiver, the education provider must first visit the designated caregiver’s home where the student will be living and: 

Determine that the living conditions are of an acceptable standard. (See Chapter Two: Accommodation).

Assess whether the designated caregiver will provide a safe physical and emotional environment.  (See Chapter Two: Accommodation).

Determine that the accommodation is not a boarding establishment (i.e. does not have more than three other international students living there. If the accommodation is a boarding establishment, follow the steps in the boarding establishment section).







LIVING SITUATION: �IN A HOMESTAY��

Steps to be taken by the education provider



1.	A homestay family or carer may be a family chosen by the education provider, or it may be a person or persons chosen by the parents or the student’s agent.  In each of these cases, the education provider must approve the accommodation. 



2.	Education providers should:

Have the prospective homestay carers fill out a homestay application form (see Chapter Two: Accommodation)

Once the homestay application form has been completed and returned, arrange to visit the prospective homestay (see Chapter Two: Accommodation)

During the visit, assess the homestay, assess the homestay carer’s suitability and determine if the homestay carer will provide a safe physical and emotional environment (see Chapter Two: Accommodation); AND

Check that the homestay is not a boarding establishment.  If the homestay has or will have more than three other international students living there, follow the boarding establishment section.











LIVING SITUATION: �IN A BOARDING ESTABLISHMENT��

Steps to be taken by the education provider



1.	A boarding establishment may be a school or other hostel, or it may be a family home or household where five or more international students will live.



2.	Education providers must:

Check that local government bylaws are being observed, by ringing the local council with the address of the property and asking if consents need to be obtained

Identify the boarding establishment manager or person with responsibility for care of the international students

Assess the boarding establishment manager and employees’ suitability. This may be done by having the boarding establishment manager complete the homestay application form and using the interview question sheet (see Chapter Two: Accommodation)

Visit the boarding establishment and assess its suitability (see Chapter Two: Accommodation)  

Determine if the boarding establishment will provide a safe physical and emotional environment; AND 

Monitor and manage any risks of violence and abuse at the boarding establishment (see the boarding establishment section of the “Guidelines to Support the Pastoral Care of International Students”.





LIVING SITUATION: �IN TEMPORARY ACCOMMODATION��

Steps to be taken by the education provider

1.	Students may stay in temporary accommodation (a hotel, motel, hostel, lodge or other tourist accommodation) if they are on a short course (less than three months) or in a group. 



2.	Education providers must:

Assess the suitability of accommodation, either by visiting it, or by checking documentation such as brochures, or websites, or by telephoning the establishment as appropriate.   If the education provider has arranged the accommodation, they should visit it 

Ensure that students have appropriate supervision, including and appropriate ratio of supervisors to students and appropriately trained supervisors; AND

Monitor and manage any risks to the safety of international students (e.g. by continuously ensuring the students have appropriate supervision, as above).  





























































The International Student Enrolment Process

Part B: Placing the Child





Check the Child’s Immigration Status��Visitors Visa�Student Visa�Permanent Residence�����









�

Is the school’s name on the visa?��No�Yes����



�

�

�





�



�





�



�Is the application completed satisfactorily?��Yes�No����





���

Request more information��Or��

�



��

�

��

��Is there a place available at this level?��Yes�No����

�

�



��



�

�

���





CHAPTER TWO:	ACCOMMODATION





This chapter contains explanations and good practice examples of the accommodation requirements for very young international students set by the Ministry of Education under the “Code of Practice for the Pastoral Care of International Students”. 











CHAPTER CONTENTS:



Approval and Monitoring of Accommodation



Student Term Accommodation Interviews



Living Situations



Information and Infrastructure for Homestay Carers











�2.1	Approval and Monitoring of Accommodation 



Code References:	Sections 18.1.1, 18.1.2, 18.1.3, 18.1.4, 18.3, 18.4, 19.1.4, 19.3, 19.4, 20.1.2, 20.1.3, and 21.1.1



Requirement: 	Sufficient and appropriate staff (contract or permanent) to approve and monitor student accommodation as required by the Code.



Introduction:	To obtain approval from the Code Administrator to enrol very young international students, education providers must demonstrate that they have sufficient and appropriate staff (either on contract, or employees) to undertake the accommodation approval and monitoring processes required by the Code. 



	Education providers are required to visit and approve the places where international students will be living if those students are not living with their parents.  



Visits are required to take place prior to enrolment. The only exception to this is where a student will live with a designated caregiver (a relative or close family friend) and it is not possible to visit the home prior to the student’s enrolment, e.g. because the designated caregiver is flying to New Zealand with the student a few days before school starts.  Education providers are advised to endeavour to visit designated caregivers prior to enrolment wherever possible, because of the need to approve the accommodation.  Where it is not possible to visit the home before the student commences enrolment, a visit should be undertaken within the first two weeks of the student’s enrolment. 

	

After the initial visit, follow-up visits are required twice a year for homestays and boarding establishments. 



Education providers must ensure that homestay, boarding establishment, and designated caregiver visits and checks are carried out appropriately. 

	

	This section contains an application form for prospective homestays, boarding establishments, and designated caregivers to complete, a pre-visit information sheet to give to prospective homestay families, a visit checklist to use during visits, an interview sheet to use during visits, a homestay information sheet to give to homestays once they have been approved, an accommodation provider survey that accommodation providers could be asked to complete as part of the re-visit process, and a personal profile for international students that should be given to homestays and boarding establishments.







�APPLICATION TO BE A RESIDENTIAL CAREGIVER FOR [NAME OF EDUCATION PROVIDER]

This form should be used for: 

Prospective homestays

Designated caregivers

Boarding establishments where five or more international students will be accommodated in the residence of a family or household.

To apply to become a residential caregiver for an international student at [name of education provider], please complete this form and return it to: [Name of education provider’s accommodation person] [education provider’s address]

Contact details:��Residential address:����Postal address (if different from above):����Telephone:(work)			(home)				(cell)	��Email:					Fax:	��Best telephone number to use in emergency:		Whose number is this?��

Household members:��Parents:�Name:�Occupation:�Full time or part time?��Mother�����Father�����Other family members (please list):��Place in family:�Name:�Age:�Occupation:�����������������Pets (please circle):		Cat(s)		Bird(s)			Fish��Dog(s) (Please state what kind and how many):��Other pets (please state):��

�

Medical information:��Does any member of the family have an existing medical condition that an international student should be made aware of?  (E.g. asthma, epilepsy, etc – please circle)	Yes	/	No��If yes please state which family member and the medical condition:

��International students will usually be taken to the residential caregiver’s general practitioner in the event of illness. Please give your family doctor details: 

��

Family activities:��Please list the hobbies, sporting activities, and interests of family members:��Hobby / Sport / Interest:�Family member participating:�How often: ��������������������������

Household information:��Total number of bedrooms:��Number of spare bedrooms:���Number of bathrooms:��Number of telephone lines:���Do you have a computer with email facilities available for an international student to use?   Yes / No��Facilities available (E.g. swimming pool, piano, books etc):��

International student preferences:��Number of students you would like to have:��Preferred gender:�Male	/	Female��Preferred nationalities:��Any other requests or comments:

��

Family information:��Religious affiliation:�Attend church or other place of worship weekly?	Yes	/	No��Do you follow any special dietary regime? (E.g. vegetarian, don’t eat chicken or pork, etc)

��What languages are spoken in the home by family members?��Do any household members smoke?			Yes	/	No��Are there any possible risks to the health and safety of the international student in the accommodation?

��Are there any unusual lifestyle patterns or procedures that an international student should know about?

��Will your insurance policy cover any breakages or damage caused by your international student?

��Please give a brief description of your typical weekly family routine:��Sunday���Monday���Tuesday���Wednesday���Thursday���Friday���Saturday���

International student arrangements:��How would an international student get to school from your home? (Please circle):��Walk�School bus�Public bus�Be driven�Train�Other (please state):��Will they be accompanied to school?		Yes	/	No	By whom?��How would the student get home from school (if different from above):��How long will it take the student get to and from school?��Please state what arrangements would be made for the care of an international student after school:



Note - Your international student must not be left at home without reasonable provision being made for supervision and care.  ��



Which family member(s) will help the student with his/her homework?

��What can your family offer an international student?









��Describe what your family would do with an international student on a typical Saturday:







��

How many other international students live or will live in your household?_________________________



Under the “Code of Practice for the Pastoral Care of International Students”, [name of education provider] is required to request a police vet for all persons aged 18 and over in the accommodation.  Please have all family members and other persons living on the property aged 18 and over sign the following declaration:



Police Vetting Declaration:

I hereby give permission for [name of education provider] to request a police vet:



Name:				Signed									Date

I hereby give permission for [name of education provider] to request a police vet:



Name:				Signed									Date

I hereby give permission for [name of education provider] to request a police vet:



Name:				Signed									Date



Referees:

Please nominate two referees who can provide information on your suitability to care for an international student in your home.  If you have provided residential care before, the person or organisation who employed you in that situation should be one of your referees. 

1.	Referee’s name:________________________________________________________________

	Contact details:_________________________________________________________________

	Best time to contact:_____________________________________________________________



2.	Referee’s name:________________________________________________________________

	Contact details:_________________________________________________________________

	Best time to contact:_____________________________________________________________



I declare that this information is true and complete to the best of my knowledge and I have not left anything out.





Signed by applicant to host international student: [name]					Date



�PRE-VISIT INFORMATION SHEET FOR PROSPECTIVE HOMESTAY FAMILIES



[Education provider letterhead]





Dear [insert name of homestay applicants]



Re:	Your application to become a homestay family for [name of education provider]



Thank-you for your request to host an international student for [name of name of education provider].  Your application has now been processed.  



Under the Ministry of Education’s “Code of Practice for the Pastoral Care of International Students” we are required to visit your home to assess the suitability of the environment for an international student. 



Please choose one of the times listed below that will be suitable for us to visit your home and meet all household members:



	day the 	day of �time��	day the 	day of �time��

Please advise of your preferred time by contacting [name] on [contact details].



During this visit we will need to see a suitable bedroom set up for the international student.  The bedroom must have:

A desk and chair suitable for study for each international student

A bedside lamp

A bed with linen and blankets / duvet for each international student

A mirror

Some form of heating

A chest of drawers and/or wardrobe for student use.



We are required to interview all family/household members who are usually resident in the household and are over the age of 18 years.  We would also like to meet other younger members of the family. 



We will need to look around your house and grounds, and note the facilities you have available for international students. 



You will have the opportunity to discuss any concerns and ask any questions you may have about hosting an international student during the interview.  If you have any queries at this stage please do not hesitate to call [name] on [contact details]. 









Regards

�VISIT CHECKLIST



Use this checklist as you are inspecting a prospective international student residence (homestay, designated caregiver residence, or boarding establishment in the residence of a family or household).  

Do not give it to the residential caregiver applicants to fill out.  Make sure that all questions are answered. 



PART ONE:		PROPERTY DETAILS

Family Name:	_______________________________________________________________________

Address of Property:__________________________________________________________________

___________________________________________________________________________________



Date Visited:					By Whom:

��

Description of Property:________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________

Advantages:

______________________________________________________________________________________________________________________________________________________________________

Disadvantages:

______________________________________________________________________________________________________________________________________________________________________

General Comments:

______________________________________________________________________________________________________________________________________________________________________

___________________________________________________________________________________



PART TWO:		HOUSE CHECKLIST



Does the house have:�( or X��A home security system���Adequate heating���Adequate toilet facilities���Computer and internet access���Television���Stereo / Video / DVD���Telephone���Smoke alarms & Fire evacuation procedures���Adequate laundry facilities���Adequate and clean bathroom facilities���First aid supplies���

Is the house:�( or X��Clean���Tidy���Close to public transport���Spacious enough���Light and roomy���





























PART THREE:	STUDENT’S BEDROOM



Students may have their own room, or may share a room with another international student of the same sex, or a child of the family if they are the same sex and in the same age range. Students may only share a room if they have agreed to do so. 



Is the student’s bedroom (circle all that apply):��Double�Single�Ensuite�Inside the house��To be shared with another international student�To be shared with a child of the family�Other (state):��



The student’s bedroom MUST have:�( or X��Wardrobe and/or chest of drawers���Bed with linen and blankets / duvet for each student���Heating appliance or central heating���Study desk for each student���Study chair for each student���Bedside lamp for each student���Mirror���Bedside table���



�ACCOMMODATION ASSESSMENT INTERVIEW QUESTIONS





Family Name:	_______________________________________________________________________

Address of Property:__________________________________________________________________



Date Interviewed: ____________________________By Whom:________________________________



Names of Persons at Interview:__________________________________________________________

___________________________________________________________________________________



A.	ATTITUDES



QUESTIONS�ANSWERS (indicate which person answered by use of initials)��1.	Why would you like to host an 	international student?���2.	How would you help an 	international student settle into your 	family?���3.	What expectations will you have of an international student?���4.	How will you check that your student is communicating with their parents?���

B.	KNOWLEDGE and SKILLS



QUESTIONS�ANSWERS��5..	Describe any experiences you have had that have prepared you for hosting an international student.���6.	 How would you cope with communication difficulties?���7.	What kinds of concerns do you feel should be communicated to the education provider?���8.	What kinds of things might be strange to an international student living in a NZ home like yours for the first time?���9.	What particular skills and abilities do you and members of your family have to offer an international student?���10.	How will you manage any conflict between the international student and family members?���

C.	HOME SITUATION



QUESTIONS�ANSWERS��1.	Who will have contact with the international student outside your immediate family? ���12.	How do the people living in your home feel about having an international student living with them?���13.	Describe any changes you may make to your daily routines as a result of hosting an international student:���14.	How would you like an international student to remember his/her time in your home?���15.	What kinds of discipline do you think are most effective?���16.	What kind of support do you expect from the education provider?���17.	Are you confident that you and your family will have time for an international student?���18.	What sort of personality traits would an international student need to have to fit in to your family?���19.	Do you have any particular concerns in relation to caring for an international student?���20.	How many other international students live or will live in your home?���



D.	SUMMARY OF IMPRESSIONS:



Organised�Yes	No�Good communication skills�Yes	No��Experience�Yes	No�Sense of humour�Yes	No��First aid skills�Yes	No�Time availability�Yes	No��Flexibility�Yes	No�Positive�Yes	No��Cultural awareness�Yes	No�Safe environment�Yes	No��Accommodating �Yes	No�Friendly�Yes	No��Patience�Yes	No�Self-discipline�Yes	No��





If you have answered no to any of the questions above, please comment:



																																						______________________





E.	GENERAL COMMENTS:

																																						______________________





F.	DOES THE FAMILY NEED TO BE GIVEN ADDITIONAL INFORMATION? (state what):

																																					 	______________________



Name of Interviewer:

Signature:

Date:

�INTERNATIONAL STUDENT PERSONAL PROFILE



This personal profile should be completed for each international student, using the information from the student’s application form.  The profile could be typed up, or automatically generated from the student enrolment database. 

Where the student has yet to arrive in New Zealand or at the education provider, a photograph should be attached.

A copy of the personal profile should be given to each of the following people:

The student’s classroom teacher.

The international student manager.

The principal or director / manager.

The homestay or boarding establishment (if applicable). 



INTRODUCING 

[NAME OF STUDENT] a [INSERT AGE]-year old [BOY/GIRL] from [INSERT HOME COUNTRY]. 

[NAME OF STUDENT] comes from [NAME OF CITY / TOWN] where [HE / SHE] lives in [AN APARTMENT / HOUSE ETC] with [HIS / HER PARENTS, GRANPARENTS, BROTHERS AND SISTERS ETC, INCLUDING THEIR NAMES].  

[NAME OF STUDENT] has [TRAVELLED AWAY FROM HOME TO / HAS NEVER TRAVELLED AWAY FROM HOME BEFORE]. 

[NAME OF STUDENT] usually gets to the education provider by [INSERT HOW].

[name of student]’s INTERESTS 

[NAME OF STUDENT]’s interests are: [INSERT SPORTS, HOBBIES, INTERESTS, MUSICAL INSTRUMENTS PLAYED, ETC]. 

[NAME OF STUDENT] is [INSERT RELIGION] and [GOES TO X CHURCH OR PLACE OF WORSHIP / DOESN’T GO TO CHURCH OR PLACE OF WORSHIP].

HEALTH INFORMATION

[NAME OF STUDENT] has [INSERT ANY MEDICAL CONDITIONS, MEDICATION, ALLERGIES, SPECIAL HEALTH NEEDS ETC].  

[NAME OF STUDENT] has been vaccinated against [INSERT VACCINATIONS] and will be vaccinated against [INSERT VACCINATIONS PARENT HAS CONSENTED TO] when [HIS / HER] New Zealand classmates are. 

SCHOOL AND CAREER INFORMATION

[NAME OF STUDENT]’s favourite subjects are [INSERT FAVOURITE SUBJECTS].  [NAME OF STUDENT] finds [INSERT CHALLENGING SUBJECT] challenging and enjoys [INSERT WHAT ENJOYS MOST ABOUT THE EDUCATION PROVIDER]. 

[NAME OF STUDENT] wants to be a [INSERT DREAM/AMBITION/CAREER CHOICE].

[NAME OF STUDENT] is looking forward to [INSERT WHAT IS MOST LOOKING FORWARD TO] in New Zealand, and is concerned about [INSERT WHAT IS MOST CONCERNED ABOUT].

FOOD

[NAME OF STUDENT]’s favourite food is [INSERT FAVOURITE FOOD] and [HE / SHE] is looking forward to eating [INSERT FOOD].  [HE / SHE] is allergic to [INSERT FOOD ALLERGY] and cannot eat [INSERT FOOD CAN’T EAT].

IF APPLICABLE: [NAME OF STUDENT] is allergic to [CATS / DOGS].  [HE / SHE] is afraid of [CATS / DOGS]�HAVING A HOMESTAY (INFORMATION SHEET FOR NEW FAMILIES)



Minimum basic requirements for homestay students:



Homestay students should be provided with:

Meals - 3 meals a day and snacks, including a packed lunch during the school week.

Laundry – washing and ironing.

Bedroom with a table or desk, chair, mirror, reading lamp, bed with linen and blankets or duvet, heating system, chest of drawers and/or wardrobe.



Chores

Children should not be expected to do a lot of chores, but should be asked to tidy their room and participate in family chores such as setting the table and doing the dishes.



Transport

Homestay families are responsible for showing children how to get to and from the education provider.  If the child is to take the bus or walk a short distance with another child, a homestay parent should accompany the child on his/her first day.  It may be necessary to accompany the child for the first few days or a week if the child is unsure about how to get to school.  Children should not be expected to walk to the education provider alone and should not be given a bicycle to ride to the education provider. 



Toiletries

Children have been asked to provide their own soap, toothpaste, shampoo, and personal toiletries.  Please help them to buy more when they run out. 



Heating

Children will feel the cold and adequate heating must be provided.



Communication

Children must have regular communication with their families. It is desirable that one phone call a week, and email access is provided.  Payment for phone calls will be by the parents.  The education provider will advise homestay carers of the toll call payment policy.



On Arrival

The education provider (or accommodation agent) will meet your homestay student on arrival at the airport and bring him/her to your home.  It is very welcoming if homestay families can also go to the airport.



Student Care

Homestay families are responsible for children for the school year, including school holidays.  It is the homestay carers’ responsibility to know where their child is, how they can be contacted and who they are spending their time with, at all times.  A mobile phone number is not adequate as an only means of contact for a child.  Homestay carers need to have a physical address for the child’s whereabouts.  If a child is staying at a friend’s place overnight, contact should be made with the host parents beforehand, and homestay carers should consider visiting the host home if possible. 



When your student goes out, please ensure that he/she is carrying telephone numbers and addresses of both the school and the homestay.  



Children should also have a regular phone card to use in New Zealand telephone boxes. 



Children must not be left alone in the house for any reason. If this is inconvenient because of an emergency please contact [name / details].



Homestay carers may need to be mindful of the developmental needs of older children.



Homework

It is the homestay carer’s responsibility to help international students with their homework.



Student Behaviour

Homestay carers should expect the same standard of behaviour as would be expected from their own children of a similar age, but make allowances for cultural differences.  



Illness

In the case of serious illness or accident/emergency follow the emergency and accident procedures listed in the homestay Accident and Emergency Procedures form.



Safety

It is the homestay carer’s responsibility to care for the child in a way that ensures they are kept safe from harm and their emotional well-being is nurtured.



Contact with Parents

It’s a good idea to make contact with your child’s parents.  A letter/email introducing yourself and family members and some regular contact about the child throughout the year will be greatly appreciated by the parents.



Changing Homestays

Students must give at least two weeks notice or two weeks board in lieu of notice. Students may never change homestays without the knowledge of the school.  If a student is to be moved, the homestay will be advised of the reason why. 



Language 

The child will probably be unfamiliar with New Zealand accents (even if he/she has good English) and colloquial expressions and may take time to adjust.



Homestay families should attempt to learn some basic greetings in the student’s language. Learning a few phrases of your student’s language helps to show respect for their culture and may help them feel more welcome and cared for. 









�Accommodation Provider Survey							



Name(s) of residential caregiver(s): ____________________________________________

Name of student(s): __________________________________________________________

Name of person who has filled out this form:_____________________________



Dear Accommodation Provider,



1.	For each of the following questions, please circle the number that indicates your level of agreement. 

2.	A number 5 indicates you agree strongly. A number 1 indicates that you disagree strongly.

3.	Please add any additional comments after each question if you feel you need to. 



Do you enjoy hosting an international student?   (  1  2  3  4  5  (

Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Have you experienced any problems with:

		Student behaviour   		(  1  2  3  4  5  (

		Disciplining the student   	(  1  2  3  4  5  (

		Meals   			(  1  2  3  4  5  (

		Student illness   		(  1  2  3  4  5  (

		

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Does your student have adequate contact with his/her parents?   (  1  2  3  4  5  (

Comments (please comment on what sort of contact):

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Do you receive adequate support from the education provider?    (  1  2  3  4  5  (

Comments:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Is your student happy with:

		The education provider		(  1  2  3  4  5  (

		Opportunities for social interaction   	(  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Has your student raised any issues relating to their accommodation?	Yes	/	No

If yes, what were they, and how were they resolved?  

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Do you feel that your student is happy?    (  1  2  3  4  5  (

Comments: _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Are you happy with the level of communication between you and your student? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Do you find your student considerate? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Do you think your student is adapting to life in New Zealand? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Are you, your student, and the rest of your household getting along? (  1  2  3  4  5  (



Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Does your student help with household chores when they are asked to? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Are you concerned about your student being homesick? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Are you happy with your student’s progress at school? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Do you have any concerns or worries about your student? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Does your student participate in family activities? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Have any new people moved into your house?	Yes	/	No	If yes please state names, ages, and relationship to family or household members:

___________________________________________________________________________________



Who helps your student with their homework?______________________________________________



Does your student have any problems with their homework?___________________________________



Do you want to act as an accommodation provider for international students again? (  1  2  3  4  5  (

Comments: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________











Do you have any other comments? 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





Your comments on how much you enjoy having your student or any concerns you may have are appreciated.  We are here to help and encourage you.



Thank you for being there for our student and us.





Signed _________________________________  Date _______________________



Residential caregiver



�2.2	Student Term Accommodation Interviews



Code References: 	Sections15.11, 18.3, 19.3, and 20.1.3



Requirement: 	Ensure that quarterly student accommodation interviews required by the Code are conducted in an appropriate manner





Introduction:	To obtain approval from the Code Administrator to enrol very young international students, education providers must demonstrate:



That they have sufficient and appropriate staff (either on contract, or employees) to undertake the quarterly student accommodation interviews required by the Code; and

That quarterly student accommodation interviews are undertaken in an appropriate manner. 



This section contains information on appropriate staff to undertake student accommodation interviews, an overview of how student accommodation interviews should be conducted, a sample interview question sheet that may be used to conduct student accommodation interviews, and student satisfaction survey for students to complete. 



How to undertake student interviews



Student interviews must be undertaken once a (state or private) school term, or four times a year for private training establishments.  This must be a face-to-face interview.



Interviews should be with individual students, not groups of students. 



The student accommodation interview provides an outlet for children to talk in confidence about their living situation.  It allows the education provider to observe if the child is happy and settled in their accommodation, and provides an opportunity to pick up signs of unhappiness, abuse, neglect, or other issues. 



Process for meeting with students:

1.	Students should be told about the meeting in advance and reassured that it is not necessarily because anything is wrong but is to see if the student is happy and well looked after. 

2.	The meeting should take at least 20 minutes to allow the student to relax and become at ease. Questions may need to be repeated as the student becomes more comfortable. 

3.	The meeting room should be private and comfortable.

4.	A record of questions asked, and answers given by the international student, should be taken during the meeting and kept on the student’s file.

�Procedure to follow if signs of abuse are detected by the interviewer:

If the interviewer suspects that there is a serious issue, for example abuse or depression, they should refer the issue immediately to the Designated Pastoral Care person or the Principal who can then organise for the appropriate person/agency to be contacted for assistance. 







Follow-up of concerns:

All concerns should be reported promptly to the Designated Pastoral Care Person who will follow them up as appropriate with :

The caregiver

The homestay parents/family

The school principal / manager / director

The student’s parents

CYFS

The police.

�STUDENT ACCOMMODATION INTERVIEW SHEET



The following interview sheet can be used during the quarterly student accommodation interviews required by the Code. 

Answers should be clearly recorded and this form should be kept on the student’s file.  Any behaviour that is of concern should also be recorded. 

Concerns should be followed up according to the Student Interview Process.

When questioning international students about their accommodation, care should be taken to ensure that questions are open-ended or multiple choice.  Questions should not be leading, or suggest a particular answer.  Questions such as “How would you describe where you live?” and “On a scale of 1 to 10, how would you rate where you live?” are appropriate because they let the student direct the discussion and tell the interviewer if anything is wrong. 



QUESTION�ANSWER��How would you describe where you live?�

��On a scale of one to ten, how would you rate where you live?���Have any new people come to live with you?

If yes ask for their name and a description. If the person is over 18 a police vet will be required. ���Tell me about the people who look after you. (Who are they?) 

Ask about each person in turn – ask the student to describe the person and/or ask how they get along with them. Do they like them?�





��Tell me about the people you live with.  (Who are they?)

Ask about each person in turn – ask the student to describe the person and/or ask how they get along with them. Do they like them?�





��Tell me about something you have done with the people who look after you.�





��How would you describe your bedroom?

If the student is not very talkative, try asking them to draw a picture of their bedroom.���How do you get to the education provider?���Who takes you to the education provider?���



TICK IF YOU NOTICE ANY OF THESE BEHAVIOURS  �( OR X��Very quiet���Gives only short answers with no detail���Shows signs of panic���Cries when questioned���Fidgets constantly (e.g. picks at their chair or nails)���Won’t make eye contact with the interviewer���

Any of the behaviours noted above may signal a problem with the student’s accommodation situation or general well-being.  If any of the signs are noted, they should be followed up by the designated person for pastoral care.  When following up, the designated person for pastoral care should check the student’s record for the following:

Absence

Misbehaviour

Failure to hand in work

Consistent poor attendance

Consistent poor health

Changes or differences in behaviour, such as social withdrawal or lack of ability to make decisions appropriately.

The designated person should be mindful that failure to make eye contact could be a result of cultural differences. 



INTERVIEW SUMMARY:



Write a brief summary of how you thought the interview went, including any comments that are not covered in the tables above:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



Interviewed by:

Date:

Signed: 

Student Satisfaction Survey (Accommodation)					



Dear Student,

Please answer the following questions about your accommodation.  Your answers to the questions will be used to help make your experience in New Zealand better. 

For each question please circle the number that indicates your level of satisfaction. 

A number 1 indicates you were very dissatisfied. A number 5 indicates that you were very satisfied.

There are no right or wrong answers. Please make additional comments in the spaces provided.  

Your homestay family or caregivers will not see this form.



Student Name�����Name of Host Family�����Name of Provider���

How happy are you with your meals?	(  1  2  3  4  5  (

Comments:

������



How happy are you with your bedroom?

Size  			(  1  2  3  4  5  (



Furniture  			(  1  2  3  4  5  (



Cleanliness  		(  1  2  3  4  5  (



Overall satisfaction  	(  1  2  3  4  5  (

Comments:

������

Do you feel happy when you are with your homestay family / caregivers? (  1  2  3  4  5  (

Comments:

������







Who in your homestay family / caregivers helps you when you are homesick? 



___________________________________________________________________________________



Are you satisfied with the time your homestay family / caregivers spend with you:



During weekdays:		(  1  2  3  4  5  (



During weekends: 	(  1  2  3  4  5  (



During school holidays: 	(  1  2  3  4  5  (

Comments:

������



What is your overall feeling about your homestay family / caregivers? (  1  2  3  4  5  (

Comments:

������

What do you enjoy most about your homestay family / caregivers? 

Comments:

������

What is the hardest thing about living with your homestay family / caregivers? 

Comments:

������

Do you think that your homestay family / caregivers explain what they expect from you? ( 1  2  3  4  5 (

Comments:

������







Are you familiar with the routines of your homestay / caregiver family? (  1  2  3  4  5  (

Comments:

������

What makes you happy about living with your homestay family / caregivers? 

Comments:

������

What makes you sad about living with your homestay family / caregivers?

Comments:

������



PLEASE HAND THIS FORM IN TO [NAME OF DESIGNATED PERSON FOR ACCOMMODATION] WHEN YOU ARE FINISHED

�

2.3	 Living Situations

Code Reference: 	15.11, 17.5, 17.6, and 17.7



Requirement: 	Ensure that international students are living in correctly documented, monitored, and safe living situations.



Introduction:	To obtain approval from the Code Administrator to enrol very young international students, education providers must ensure that international students are living in accommodation that complies with the Code. 



	This section contains information on living situations for international students. 



Living situations for international students:

Under the Code, living situations for international students must fit into one of the following five categories:

Living with parents 

Homestay

Boarding Establishment

Living with approved designated caregiver

Temporary accommodation (group and short-stay students only).



These are the only options available.  Students are not permitted to live with a “guardian” who is not their parent.  All these categories of accommodation must be approved by the education provider.  Students may not live in accommodation that is not approved by the education provider.



Living with parents / legal guardians:

There has been some confusion about the possibility of students living with a legal guardian.  The only situation where students may live with a legal guardian is where the legal guardian is the student’s actual parent in real terms.  This means that the legal guardian must be the person the student lives with in their home country, and that person must have the legal right and responsibility to provide for the care of the student.  The person must also have been appointed by a Court.  There are no exceptions to this.  There is no such thing as a “New Zealand guardian” who has guardianship over the child while they are away from their parents in New Zealand.  



Recently a number of state schools have been presented with various documents purporting to be from Korean Courts stating that a certain person is the legal guardian of a child.  Schools have also been presented with documentation from lawyers saying that the parents have appointed someone as the child’s legal guardian.  These documents are not recognised under the Code, and have no effect or weight.   Schools are not entitled to treat these people as legal guardians.  



The only situation where a school may recognise a document purporting to be an appointment of legal guardianship is where:

The document is held by the person who lives with the child in the home country, and has the right and responsibility to provide for the care of the student. 

The document is a Court document. 



Indications that a Court document is not a genuine appointment of legal guardianship and should not be recognised by a school are:

The document was recently signed (this would indicate that the document has been obtained purely for the purpose of appointing a guardian for the child while they are in New Zealand).

The person with the document claims to live with the child in the home country, but when the child is questioned separately they call the person “uncle” or “aunty”, or tell you that they have only just met the person. 



If you have any doubt about the authenticity of a legal guardianship document, you can contact the Ministry of Education Code Operations Unit for advice. 



Homestay:

A homestay is the term that is applied to a living situation where a student will live with someone that they do not know, or with someone they know but who is not a relative or close family friend. 



All homestays must be approved by the education provider.  A homestay may be:

Where the student lives with an agent or another person chosen by the parents (e.g. someone from the same home town, but not a relative or close family friend). 

Where the student lives in a homestay selected by the education provider, e.g. with the parents of other (domestic) students at the education provider. 



Only four international students may stay in the same homestay.  If there are to be more than four international students, then the residence must comply with the boarding establishment provisions. 



Boarding establishments:

A boarding establishment may be:

A school hostel (e.g. at a boarding school)

Another hostel

A homestay with more than four international students. 

Education providers should refer to the ”Guidelines to Support the Code of Practice for the Pastoral Care of International Students” for details on how to approve boarding establishments. 



Designated caregiver (a relative or close family friend):

Students are permitted to live with caregivers designated by their parents, in the same way that parents from New Zealand might send their son or daughter overseas to stay with their sister or close friend. 



A designated caregiver may not be:

An agent who is not well known to the student

Someone who is not known to the student

Someone who is not known to the parents

A boarding establishment manager or employee. 



A designated caregiver may be:

A grandparent of the student

An aunt or uncle 

A close friend that is known to the student. 



Education providers must have a signed statement by the parents stating that the person is a caregiver and an accommodation provider for the student (refer to the ”Guidelines to Support the Code of Practice for the Pastoral Care of International Students” and the Ministry website at www.minedu.govt.nz/goto/international. 





Temporary accommodation:

Temporary accommodation means a hotel, motel, hostel, lodge, or other tourist accommodation.  



Temporary accommodation is only available for students on short courses or in groups. It must be fully supervised (24/7) and students must be accompanied at all times. 



Education providers should refer to the Guidelines to Support the Code of Practice for the Pastoral Care of International Students for details on how to approve temporary accommodation.







�

2.4	 Information and Infrastructure for Homestay Carers



Code References: 	15.11 and 18.2



Requirement:		Have a support infrastructure for homestay carers. 



Introduction:	This is a requirement for compliance with the general provisions of the Code, and is not something that will be checked in relation to section 15.11 of the Code. 



	A support infrastructure should include such things as:

Giving homestay families written information about international students and host family responsibilities and services. 

Arranging evenings where homestay families come together to talk about their experiences as homestay carers.  Homestay carers could be asked to bring a plate, and guest speakers could be arranged.  These evenings should be hosted by the school.

Arranging weekend activities for homestay families and their students, such as group trips to places of interest.

Arranging cross-cultural training for homestay families, for example by providing information or seminar nights at the school. 



This section contains an information sheet that could form the cover of a homestay pack, and a question sheet for homestay families to work through with their student in the first week of their stay. 



�

INFORMATION TO BE GIVEN TO DESIGNATED CAREGIVERS/HOMESTAY CARERS



Congratulations on your decision to host an international student!  This homestay pack covers important information that will help make your student’s stay happy and successful. 



Checklist:

Please check that your information pack contains the following:

A checklist of the school, Ministry of Education, and legal requirements

Policy for communication between international students and their parents

Accident and emergency procedures

A profile of your international student 

What to do in case of ongoing homesickness or in the event of behavioural problems

Advice on cultural issues. 



You should make up a weekly planner of your family’s activities and routines, and put this up on the wall of your student’s bedroom.  This will allow them to see and learn what happens at particular times on particular days. 

�

QUESTIONS FOR HOMESTAY FAMILIES TO GO THROUGH WITH STUDENTS IN THE FIRST FEW DAYS



1.	Please spend about half an hour every evening in the student’s first week going through these questions with them.  You should give the question sheet to the student and let them ask you the questions.  Aim to work through one section each night.



2.	Many of the words and ideas in this questionnaire may be new to the student.  It may be an idea to allow him/her time to go through the main questions with a bi-lingual dictionary before you begin.



DAY ONE

What do I call you? 

When can I telephone my family?

When can I use the internet?

How do I get to and from school?

What happens after school?

What family rules and procedures do I need to know about?

Where can I keep my toiletries? 

When is the best time for me to have a shower and use the bathroom, in the morning or in the evening?  

How long may I stay in the shower?



DAY TWO

What is the procedure about dirty clothes?  Where do I keep them until wash days?

Should I wash my own underclothes?

Where should I dry any clothes I wash?

Where do I put my clothes to be ironed?

What time are meals?

What would you like me to do at mealtimes? For example:

Set the table?

Clear the table?

Wash up?

Dry up?

Which food and drink may I help myself to?   

Which food and drink must I ask first before having?



DAY THREE

What chores am I expected to do daily? For example:

Make my bed?

Keep my room tidy?

Leave the bathroom clean and tidy?

Which bathroom toiletries can I use (shampoo, toothpaste)?

What areas of the home are private (For example: parents bedroom, study, sewing room)?

Where can I store my suitcases?

What time should I get up on weekday mornings?

What time should I get up on weekends and holidays?

What time should I go to bed and turn the lights out on weekdays and weekends?

Do I have to ask if I go out? 

What dates are the birthdays of my host family?



DAY FOUR

What is the address for incoming mail?

What are my homestay father’s likes and dislikes?

What are my homestay mother’s likes and dislikes?

What are my host brothers and sisters likes and dislikes?

How do I get around? 

May I use the stereo, television, and VCR/DVD?

Do you expect me to telephone if I am going to be late home?

from school?

from any other outing?

What arrangements are there for making lunch

on a school day?

at the weekends?



DAY FIVE

If I have any problems, who would you like me to go to?

May I put pictures and posters on walls in my bedroom?

May I rearrange my bedroom?

When can I have friends to stay overnight?

When can I invite friends around in the day? (Not opposite sex if parents not there).

When can my friends phone me?

Is there anything else you would like me to know?



�

2.5	Record Keeping



Code References: 	Sections 7.5, 15.9, 15.10, 15.11, and 22.1



Suggested good practice:	Have databases or paper-based filing systems containing certain information about international students. 



Introduction:	Education providers should have appropriate record-keeping procedures. 



Access to confidential education provider databases or paper-based filing systems should be restricted to certain staff.



This section includes a table that shows all information that needs to be collected in respect of each international student under the Code.  This table could be used to record the accessibility of particular information.  



�INTERNATIONAL STUDENT RECORD KEEPING



Information Collected�Accessible By��Living situation���Current address���Contacts for parents (email / telephone / fax / post)���Contacts for agents���Contacts for living situation���Emergency contacts���Enrolment start and end dates���When accommodation visits have been undertaken���When meetings with students have been undertaken���Travel/Medical insurance details���Passport expiry date and visa/permit type and expiry���Parent(s) passport and visa/permit details including visa/permit type and expiry���Designated caregiver passport and visa/permit details including visa/permit type and expiry���Homestay carer passport and visa/permit details including visa/permit type and expiry (if applicable)���

�





CHAPTER THREE:	COMMUNICATION WITH PARENTS









This chapter contains explanations and good practice examples of the requirements for regular communication between international students and their parents for very young international students, set by the Ministry of Education under the “Code of Practice for the Pastoral Care of International Students”.  







�

Communication between students and parents

Code Reference: 	Section 15.11



Requirement:	Education providers must have processes in place that provide for regular communication between students and parents







Telephone Communication

It is suggested that education providers have procedures in place that enable international students to have weekly telephone contact with their parents.



These procedures should also include options for more regular contact if a child is ill, when a child has first arrived, or if something is happening at home. 



Students may have telephone contact with their parents through the education provider, or through their accommodation. 



A log can be kept of weekly calls between students and parents, to ensure that calls are taking place and to allow the student’s welfare and settling in to be monitored. 



This section outlines suggested processes for allowing weekly telephone contact between students and parents, and includes a telephone call log that could be used to record calls between students and parents.



If a child becomes distressed after calls, do not stop them calling to avoid distress, as forcing them to suppress their emotions will lead to further distress, trauma, and unresolved feelings/insecurities.



Telephone contact from accommodation

A suggested process for enabling the child to have a weekly telephone call to their parents is to have the child phone home (or the parent to phone the child) at a certain time each (say) Tuesday.  

The child should be provided with a private room to make/take this phone call.  

If the student is reluctant to phone the parents the homestay carer/designated caregiver could prepare the child for the call by talking to the child beforehand about what they might talk to their parents about.  

The homestay carer/designated caregiver should note the duration of call. The homestay carer/designated caregiver may need to be available if the child becomes distressed.

Children should also have options for telephone contact outside of these set times.



Telephone contact from the education provider 

A suggested process for enabling the child to have a weekly telephone call to their parents is to allow the telephone call to be made from/to the education provider.  The call should made/taken at a particular time on a particular day.  The child should be provided with a private room to make the call, and not be interrupted.  A teacher or student support person may need to be available if the child becomes distressed. 

Children should also have options for telephone contact outside of these set times.



Tips for helping phone calls go smoothly

If a pattern begins to emerge in the phone log of a child becoming upset, distressed, withdrawn, or displaying difficult behaviour after a phone call to their parents, the following strategies may help:

Try moving the call to a different time of day.  Make sure it is a time of day when the child is not tired or feeling rushed, and when there will be others available for support afterwards 

Try arranging a positive and engaging activity for the child after the phone call is completed, e.g. a game or a snack and a chat.  The child could be asked to select an activity of their choice 

Try ensuring that there is a first language support person available to talk with the child after their phone call 

Remember that it is important not to restrict these phone calls.  They are vital contact with home for the child 

Make sure that there is a suitable quiet and private space for the child to make the phone call where he/she will not be interrupted

Make sure that there is sufficient time for the child to make the call in a relaxed manner. A child should not be pressured to finish a call.

Should phoning home be an obvious problem for the child the provider should discuss this with the child, and if appropriate ask a first language speaker to phone the parents and discuss the problem.



 Recovering the cost of calls



Provision should be made to recover the cost of phone calls from the parents of international students.  Suggested ways of doing this are:

Requiring parents to supply their children with calling cards

Arranging with parents to make reverse-charge calls

Having a set time every week when the child’s parents must phone 

Including phone charges in the international student fees and recovering them from parents on a reimbursement basis. 

Other Methods of Communication

E-mail and online chatting

Email communication and online chatting is an effective way for international students to keep in touch with their families. 

The computer use needs to be at a reasonable time of day.  If the child is using a computer at their place of residence it must not interfere with their regular bedtime. 

There may need to be a designated block of time for computer use with a specific start and finish time (this may be negotiated with the child) so that the child has a clear idea of what is expected and what is acceptable. 

Education providers need to monitor the frequency of these communications with parents to ensure that it is taking place. 

An education provider may do this by providing a time during school hours for this type of communication or by checking with the child’s residential caregiver that the child has a designated block of time for this purpose.

Where the child usually accesses email and online chatting from their place of residence, the school should ensure that there is also an opportunity for the child to use email facilities at school.  This might be necessary if the child is unhappy in their place of residence and/or their residential caregiver prevents them from communicating freely with their parents. 









Letters and pictures

Writing letters and drawing pictures for parents can add another dimension to communication.  A quiet writing time could be built into the classroom routine, e.g. writing a letter once a week or writing a diary-style entry every day and then posting it to parents at the end of the week. 

Stamps and envelopes need to be on hand and the classroom teacher needs to be responsible for seeing that the letters are posted.

Children could be encouraged to observe any special occasions (e.g. family birthdays) and mark this by sending a card if appropriate.

Children may wish to produce illustrated letters or draw pictures about their life in New Zealand. 

Teachers could help children to select a special sample of their work to send to their parents to tell them about what they have been learning. 

This kind of quiet, contemplative communication could be a helpful activity to encourage when a child is feeling homesick or it may be a way of responding to an especially exciting day when there is lots to tell. 



Multimedia

Videos:

Video communication can be fun and educational. It can be a good way to encourage children to expand their language skills. 



Here is a list of ideas for topics/titles for videos for children to make and send to parents:

Where I live/ The people I live with 

My School (could include a tour of the school featuring key places and people) 

My Classmates (could include introductions and interviews) 

New people I have met 

My school day (could include footage taken throughout the day from breakfast until dinner time) 

A special day (perhaps a record of a school trip or visit or a special event) 

Food (e.g. what is eaten at meal times, how food is prepared, or snack foods) 

My favourite things to do in New Zealand

Five things that are different in New Zealand from home 

The city/town I live in (could include places of interest, methods of transport).



Audiotapes:

Audiotapes can be used to send messages and information home to parents and family. 

1.	Students could work in pairs to interview each other in their first language and tape the conversation to send to their parents.  

	Here are some suggested questions for students to ask each other on audiotape:

What does the place where you live look like?

What is your room like?

Who are the people that you live with?

What are the people that you live with like?

How do you get to school?

Where is your favourite place at school? Why do you like it?

What have you done at school today?

What is your teacher like?



2.	Children could make their own “spoken letter’ individually, recording their own news and thoughts. 

3.	Children could read a piece of their written work aloud onto the tape. 



Photographs:

Photographs are an excellent way to record and share everyday and special events with parents.  Students could use disposable cameras, or if the education provider had access to a digital camera they could take their pictures and send them to their parents via the Internet.

Written explanations could accompany the photographs.

Here is a list of suggested photograph subjects:

The education provider

My classmates and teachers

Inside the classroom (photographs of students working and various activities etc)

A classroom display, or projects

Lunchtime (how students spend their break)

Sport

Class trips and visits.



Parental Visits

Education providers may actively encourage visits from parents by:

Advising parents that they are invited to visit, on information provided to parents at enrolment (see the information for parents sheet in Chapter One: General)

Advising parents that they are invited to visit via the education provider’s prospectus or promotional material

Advising agents in writing to advise parents that they are encouraged to visit

Hosting parents well when they visit.



Record keeping

A record should be kept by the education provider of the forms of communication that are made available to international students, and which ones each student has chosen to use.  A modification of the telephone log could be used for this purpose. 



Residential caregivers may be asked to demonstrate that weekly calls to the parents are being made and to note the child’s reactions to these calls. Concerns should be referred to the Designated Pastoral Care person.  



The student could be encouraged to keep their own “Keeping in Touch” log/diary. This would include all forms of communication.







�





CHAPTER FOUR:	FIRST LANGUAGE SUPPORT







This chapter contains explanations and good practice examples of the first language support requirements for very young international students set by the Ministry of Education under the “Code of Practice for the Pastoral Care of International Students”. 







CHAPTER CONTENTS:



4.1	First Language and Cultural Support Persons



4.2	Pastoral Care Group Meeting



4.3	Culture in the Classroom



4.4	Progress Monitoring



�4.1 First Language and Cultural Support Persons

Code Reference: 	Section 15.11



Requirement:	To ensure that sufficient persons are available to provide access to first language support to each international student.  This must cover:

Cultural support for each student in his/her first language. 

Interpreting services, both on call (if required) and for scheduled events.



Introduction:	The main purpose of providing cultural support to students is to ensure the health, safety and well-being of students while helping them stay in touch with their culture.

To obtain approval from the Code Administrator to enrol very young international students, education providers must demonstrate that their students have access to

Interpreting services

Cultural support people (who speak the students languages).



These may be provided to students by one person, or by a number of people, depending on the size and structure of the education provider and the diversity of the students enrolled. 



This section outlines ways of providing cultural support to international students. 



Records should be kept of how cultural support is provided to international students. 





First Language and Cultural support person experience and qualifications

First Language and Cultural support persons can be appointed from within the school or the community, voluntary or paid. It may be necessary to advertise and appoint as with any other staff member or contractor.  Where an existing staff member is designated for this role, a time allowance must be made.  



Suggested factors to consider in appointing First Language and Cultural support people:

Competence in English and the First language

Integrity

Relevant experience, such as experience hosting international students, or social work experience

Acceptance of other cultures

Confidence 

A good understanding of the New Zealand education system, New Zealand culture, and the New Zealand way of life

Good interpersonal skills, including tact, empathy, and compassion

Relevant qualifications, e.g. social work qualifications

Police vetting of people aged 18 and above

Ability to relate to very young students.



Community organisations

Education providers may provide cultural support to international students through partnerships with local community organisations.  This would be particularly appropriate for schools with a small number of international students. 



Contact details for some community organisations that may be able to provide cultural support to international students are listed in the “Contacts” chapter of the “Guidelines to Support the Code of Practice for the Pastoral Care of International Students”.  These Guidelines are available online at www.minedu.govt.nz/goto/international, or on request from the Ministry of Education Code Operations Unit.  Other starting points are local Associations (e.g. the Korean Association) and the local Citizens Advice Bureau, which will be able to provide contact information for appropriate local community organisations. 



Availability and qualifications of interpreters

In cases where contentious or legal issues may arise professional interpreters should be used and evidence of qualifications should be sighted. The question of who is responsible for payment should be settled at the outset. 



Other people could be called on to assist with more routine matters e.g. parent conferences.  These people could be volunteers.  These people do not necessarily have to be of the same ethnic background as the student but should have language competence and cultural sensitivity.  Interpreters should always have a representative of the provider present at interviews.



There are times when interpreters should not be family or friends of students, because of the need to protect the student’s privacy and respect his/her confidentiality, and because of the cultural issues that may arise (e.g. family or friends may give a less-than-accurate interpretation of what the student is saying in order to try and prevent the student “shaming” the family). 



Education providers can access interpreters through community organisations such as the Citizens Advice Bureau and the New Settlers Trust. 



All schools should endeavour to have qualified interpreters on call.  Every effort should be made to have interpreters at orientation sessions. 



Guidelines for Cultural support meetings

Cultural support may be provided to international students in a variety of ways.  It would be good practice to: 

To provide access to cultural support to students once a week

To involve at least one adult (or perhaps senior secondary school student) from the student’s cultural background in the cultural support sessions

To record the form of cultural support given. 



Three methods of providing cultural and first language support



A) Regular contact with individual students

It is recommended that the first language and cultural support person – 

Provides each student with his/her contact details so that the student can call him/her at any time

Has regular (weekly) meetings or phone calls with each student.



B) Regular group meetings with students

Cultural support may be provided to students through group meetings.  



Regular contact with the same cultural support person will allow a rapport to develop, making it easier for the students to speak openly and honestly about any concerns they may have or any issues that they need help to resolve.



Group meetings allow students to get to know each other, and provide an opportunity for students to speak together in their first language. Students may be able to compare experiences and offer ideas and support to each other.







Group meetings could include:

Introductions (if necessary) and an opportunity for each student to talk about their week

Clarification and discussion of any cultural misunderstandings (e.g. students may be asked if anything has happened in their week that they did not understand; or students may be asked if there is anything that needs explaining, such as why something at school is done a particular way).

An opportunity for students to discuss things they particularly enjoy that others may enjoy as well

Advice to students on how to best resolve problems and who can help resolve them 

Where to get particular grocery items or food students may want/need.

Sharing funny stories about experiences (e.g. in homestay families) could help to relieve tension brought on by cultural differences. 



A group meeting is not a forum for discussing serious individual problems.  If the cultural support person suspects there is a serious issue, for example abuse or depression the issue should be referred immediately to the Designated Pastoral Care person who can then organise for the appropriate person/agency to be contacted for assistance. 



C) Social outings with groups of students

Cultural support may be provided to students via social outings where international students are taken on a group outing supervised by cultural support persons.  This would be appropriate for education providers with small numbers of international students.  International students from a number of different education providers could meet together for a group outing on the weekend or, if appropriate, during school hours.  To meet the requirements under this section, the outings must include opportunities for students to communicate with other students and adults in their first language.  All trips organised under the auspices of the provider must comply with safety requirements.



Involvement in cultural activities

Cultural support may be provided to international students through their involvement in other cultural or community activities.  These may include:

Attending (e.g.) Korean or Japanese school on Saturdays 

Attending a particular church or place of worship 

Involvement in activities organised by the local (e.g.) Korean Society or Association. 

If relying on any of these methods to provide cultural support to students, education providers must determine and document that the activity is happening on a weekly basis. 

It is important that the student is made aware of any relevant groups, events or activities that may be available in the community so that they can choose to participate if they wish.



4.2 Pastoral Care Group Meetings



Suggested good practice:	To have a minimum of monthly meetings of a pastoral care group, and other processes for ensuring that concerns are noted and acted upon.





Most education providers will already have regular group meetings in place that address pastoral care issues, including administration meetings.  The pastoral care group meeting requirement does not require those providers to establish a new group if they already have an established meeting system that will allow pastoral care concerns to be highlighted and dealt with in an appropriate timeframe.



This section outlines a suggested composition of the pastoral care group, and a sample agenda that could be used for meetings. It should be the responsibility of the designated person for pastoral care to organise these meetings.



Composition of the pastoral care group

The pastoral care group should consist of all persons in regular contact with international students, including:

Designated Pastoral Care person

(Classroom) teacher(s)

Cultural support person(s)

First language counsellor -  as appropriate 

Homestay / accommodation staff

Principal or staff member with management responsibilities for International Students.

A Board of Trustees member or Board nominee (particularly where the Board has an international student representative or sub-committee)

Office/Administration staff if appropriate.



Sample agenda

A sample agenda for pastoral care group meetings is:



INTERNATIONAL STUDENTS PASTORAL CARE GROUP MEETING AGENDA

Date

Time

Present

Apologies

Acceptance of last meeting’s minutes

Discussion of each child in turn 

Any issues/concerns related to progress or student well-being to be raised. Management plan to be made if necessary.

Professional development (upcoming opportunities, or reporting back after PD)

Any staff concerns, or general staff report back on students pastoral care progress

Any accommodation concerns, or general staff report back on accommodation 

Important upcoming events/dates

Aspects of student lives that are going well and obstacles that have been overcome should be discussed as a way of educating and informing others of effective practices and procedures. 

Minutes should be kept of all pastoral care meetings. 



4.3 Culture in the Classroom 



Suggested good practice:	Ensure that international students’ cultures are supported in the classroom.



Education providers should ensure that:

Classroom teachers are familiar with the different cultures

Classmates are given the opportunity to become familiar with the different cultures

There is a buddy system in place for support for students with someone from the same culture (if this is available, either through the education provider or a neighbouring provider)

Culture is integrated by participation in special cultural events, or use of the culture as a classroom study topic. 



Outlined are ways in which international students’ culture may be supported 



Classroom teachers 

Classroom teachers should become familiar with international students cultures through cross-cultural training (see chapter 6). 



Evidence of a child’s culture in the classroom

It is important that the child’s culture is seen to be valued in their new community so that the child may have a sense of pride in their background and a feeling of security / familiarity.  This will help encourage the child to continue contact with their culture and will allow classmates the opportunity to become familiar with different cultures. 



A feeling that their culture is valued will help the child to feel welcomed and find a sense of belonging in their new place.  It will also help domestic students understand and interact with international students (if applicable). 



There are a number of ways that the child’s culture can be integrated into the classroom programme. Having an international student in a regular (state school) classroom can be a fantastic learning opportunity for the whole class.



Pictures of the child’s home place and/or culture, greetings and songs in the child’s first language displayed in the classroom will make the child feel more relaxed and help other students to learn about the culture.  Children could be asked to participate in show and tell sessions (if they feel confident enough).



Topics for discussion/study could include:

What is culture?

The culture of our everyday lives and how that varies depending on where in the world you live

Similarities and differences between two specific cultures (e.g. Maori and Korean)

Food

Religion

Leisure activities

Schooling and study habits

Family

Games

Language / music / Songs

Housing.



Special events

Observance of and/or involvement in any special or significant days (e.g. Children’s Day, International Day, Korean Day, Chinese New Year) by the whole class will assist international students to keep in touch with their culture as well as allow classmates to become more familiar with it. 





Buddy systems

Students may be buddied with another international student of the same ethnicity from their own or a different school.  A regular time should be set aside for students to spend together. It may be to perform a specific task (e.g. use the library, read together, work on communication to their parents in the form of letters, audiotapes, videos or photographs) or it may just be to spend time together and chat or play a game.



Where possible, international students should be placed in a class with another international student of the same ethnicity (who may or may not be their buddy).



Buddy systems with other international students are different from, and should not replace, buddy systems with domestic students in state and private schools.  Buddy systems with domestic students are very important and serve a different purpose to international student buddy systems. 



4.4	Progress Monitoring



Suggested good practice:		 To monitor the well-being of the international students. 





Education providers should undertake regular monitoring of international students. All persons in regular contact with international students should work together to ensure that students are safe and happy.



On-going monitoring should be undertaken by:

Designated Pastoral Care person

Designated person for accommodation

(Classroom) teacher(s)

Cultural support person(s)

Residence (e.g. homestay parents) 

Quarterly designated person responsible for student interviews. 



Confidential student evaluations of the Pastoral Care provided should also be undertaken.



Pastoral care should be a continuing process and providers should not regard a system of regular meetings as the complete answer to pastoral care issues. 



It should be a culture within the institution that all staff understand and respond to the needs of international students and readily and freely communicate concerns  to the Designated Pastoral Care person.



This section includes an international student progress report that could be completed by classroom teachers, cultural support persons, and international student staff, an international student concerns form for any staff member, contractor, or volunteer to fill out if they have concerns about a particular student, and an international student survey for students to complete.



All persons involved with international students should be issued with a copy of the international student concerns form, and advised where they can find further copies if they need them. 



Regular progress monitoring should include reporting back to the Pastoral Care Group meetings (section 4.2).

�

[name of education provider] 

��(Insert Logo)�International Student Report���Student:

���Tutor Group:�Form/Class:�Year:��

General Overview

					Comments:��Attendance���Interacts with classmates���Participates in class activities���Completes tasks���Is progressing as expected���Seems happy���Emotional state���Confidence���Mood���Involvement���Adaptability����������Excellent�Good�Satisfactory�Causing Concern����

English Language Progress

��Excellent



�Good

�Satisfactory�Little�None��

Important Comments (Please include comments on the student’s emotional state, confidence, mood, progress, and adaptability). 





















��Date:

���Signed:







Principal/Director International Students Etc.

��

�INTERNATIONAL STUDENT CONCERNS REPORTING FORM



PERSON FILLING OUT FORM:

NAME:___________________________________________________________________________

POSITION (e.g. classroom teacher, cultural support person)_________________________________

DATE:_____________



NAME OF CHILD:__________________________________________________________________

FIRST LANGUAGE:_________________________________________________________________

COUNTRY OF ORIGIN:______________________________________________________________



PLEASE CIRCLE AT-RISK SIGNS OBSERVED (if applicable):



NON-COMMUNICATIVE�TEARFUL/ UNHAPPY�CHANGES OR DIFFERENCES IN BEHAVIOUR�EATING IRREGULARITIES�REPEATED MISBEHAVIOUR�TIRED, LETHARGIC��UNWILLING TO GO HOME TO CAREGIVER�CONSISTENT POOR HEALTH�REPEATED ABSENCES�FAILURE TO HAND IN HOMEWORK�CONSISTENT LATENESS�OTHER:��

PLEASE CIRCLE AREA OF CONCERN (if applicable)



POOR ACADEMIC PROGRESS�LACK OF PARTICIPATION IN SPORTS / CULTURE�LACK OF BONDING AND FRIENDSHIPS�POOR ASSIMILATION INTO MAINSTREAM CLASS��

OTHER CONCERN / NOTES 

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



























PLEASE PASS THIS FORM TO (INSERT NAME OF DESIGNATED PERSON FOR PASTORAL CARE).  HE / SHE WILL FOLLOW THIS UP AND MEET WITH YOU IF NECESSARY. 



FOR USE BY DESIGNATED PERSON FOR PASTORAL CARE:



Date form received:__________________



Issue status (please circle)	Urgent (follow up within one day)	Important (follow up within two days) 	

			Non-urgent (follow up within one week)



Action taken: ___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________







Issues identified:

___________________________________________________________________________________



___________________________________________________________________________________



Follow-up required (include details of any meetings with teachers, homestay carers, homestay staff etc):



___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________







Referred to Principal / Manager:_________________________________________________________





Date for follow up:_________________________



Action to be taken if follow-up unsuccessful:________________________________________________

___________________________________________________________________________________



Note that guidance on how to assist students with additional needs is outlined in the “Guidelines to Support the Code of Practice for the Pastoral Care of International Students”, at 15.9, page 59, and appendix 5.







�INTERNATIONAL STUDENT SURVEY



This survey may be given to international students to fill out at regular intervals, as part of the process of monitoring international student progress.



Note: Many international students appear more comfortable with making an evaluation judgement as a percentage.

A native language dictionary can be used to understand Section 2.  It is seldom necessary to use an interpreter.



Student’s Name:						Form/Class:



Observer:							Date:



Name of Host Family, designated caregiver, or boarding establishment:__________________________



Using a percentage scale; rate the following aspects of your accommodation out of 100.  



Bedroom�%�Host mother / designated caregiver / guardian�%�Spare Time�%��Residence�%�Host father / designated caregiver / guardian�%�Privacy�%��Food�%�Host or family children / other students in hostel�%�General�%��Transport�%��%��%��



Circle at least five of the following that best describe your host mother or female caregiver:



Kind�Happy�Helps me with homework��Understands me�Sad�Aware of my needs��Asks me how I am feeling�Likes to Joke�Shouts a lot��Fights a lot�Rude�Shy��Tidy�Grumpy�Clear��Strict�Interested in me�A good cook��Serious�Not interested in me�A good mother��Religious�Has time for me�Predictable��Helpful�Explains things to me�Doesn’t explain things to me��



Circle at least five of the following that best describe your host father or male caregiver:



Kind�Happy�Helps me with homework��Understands me�Sad�Aware of my needs��Asks me how I am feeling�Likes to Joke�Shouts a lot��Fights a lot�Rude�Shy��Tidy�Grumpy�Clear��Strict�Interested in me�A good cook��Serious�Not interested in me�A good fatherr��Religious�Has time for me�Predictable��Helpful�Explains things to me�Doesn’t explain things to me��





What do you like about your accommodation?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



What don’t you like about your accommodation?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



What do you feel about being in New Zealand?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



What do you like about school?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



What don’t you like about school?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



Do you understand what is going on – are you familiar with your accommodation and school procedures?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



What are your main worries?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



How could things be made better for you?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



What makes you happy?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



Who looks after you when you are homesick?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



How often do you have contact with your family?  

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



What kinds of communication do you have with your family?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



Who in your family do you have contact with?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________



Would you like to have more contact with your family?

___________________________________________________________________________________



___________________________________________________________________________________



___________________________________________________________________________________







EDUCATION PROVIDER USE ONLY



Check with student that all details are correct and up-to-date:

Guardian / Caregiver / Homestay

New Zealand Address

Home Country Address

Passport

Visa/Permit



To Be Actioned

1._______________________________________________________________________________



2._______________________________________________________________________________



3._______________________________________________________________________________

��











�





CHAPTER FIVE:	FIRST LANGUAGE COUNSELLING







This chapter contains explanations and good practice examples of the first language counselling requirements for very young international students set by the Ministry of Education under the “Code of Practice for the Pastoral Care of International Students”. 











�First Language Counselling





Code Reference: 	Section 15.11



Requirement: 	To ensure that the students have access to first language counsellors to meet their developmental and pastoral care needs. 



Introduction:	Counselling/mentoring should be provided in each education provider by the Designated Person for Pastoral Care working in together with the first language counsellor. 



To obtain approval from the Code Administrator to enrol very young international students, education providers must ensure that international students have access to first language counselling as necessary.



	Counselling does not need to be provided by qualified counsellors.  However, education providers should follow a robust process for the selection and appointment of persons to be used as counsellors. 

	

Access to counselling should include 24/7 access to counsellors in the event of a crisis.  



This does not cover a situation where severe emotional and behavioural conditions present. Education providers should arrange for counselling with a member of the New Zealand Association of Counsellors. 





Cultural Awareness

Education providers need to be aware that “counselling” as we know it in New Zealand is an unfamiliar concept to many International Students and their parents. They may resent it as intolerable interference with their family’s privacy. Care should be exercised. There may be resistance to “counsellors” of the same ethnicity for fear of gossip in a small ethnic community.



Staffing 

The most appropriate method of provision of first language counselling will differ for each education provider and will depend on the education provider size and type, location and the number of international students of any ethnicity enrolled. 



Where an education provider cannot provide access to a suitable local first language counsellor a suitable person in an adjoining area should be accessed.



Suggested factors to consider in appointing first language counsellors



Care should be taken that counsellors are police vetted and that references are obtained regarding their suitability for the role.

Recruitment or Accommodation agents may not be appropriate because of possible conflict of interest.

Counsellors should be fluent in the student’s first language and English, but may not necessarily be of the same ethnicity. 

Counsellors should be provided with a job description delineating the limits of their responsibility.  In particular they should be warned against making promises of confidentiality which they may not be able to keep. 

Counsellors must understand that the acceptance of counselling is a voluntary action on the part of the student.  The Designated Person for Pastoral Care needs to discuss with the student whether counselling is acceptable.

Arrangements should be agreed for the counsellor to see the student in class time if necessary.



Education providers could advertise for first language counsellors through the newspaper, or contact local cultural societies.  Other education providers may be able to recommend or suggest appropriate persons. 



First language counsellors may be “shared” between a number of education providers. This can be an effective way for education providers to meet the first language counselling requirement while keeping administrative (e.g. contract management) overheads to a minimum. 



The role of the Counsellor



To provide comfort and support to the student

To act as an intermediary between the school, student and parent

To convey to the Designated Person for Pastoral Care any concerns about the emotional or physical safety of the student

Keep up-to-date records of interviews with each international student

Ongoing monitoring should be made of each student’s welfare, recorded and reported to the Designated Person for Pastoral Care. 



If a student continues to cause concern his/her situation should be closely reviewed by (as appropriate) the first language counsellor, the international student co-ordinator, the principal / manager, and/or the designated person for pastoral care, and a plan of action formulated.



The role of the Designated Person for Pastoral Care



The Designated Person for Pastoral Care and the counsellor/mentor should confer regularly and records of this should be kept 

The Designated Person for Pastoral Care should convene and record the Pastoral Care Group Meetings (refer to chapter four). 

The Designated Person for Pastoral Care should consult the student’s teacher(s), residential caregiver(s), and any other appropriate person as necessary

The Designated Person for Pastoral Care should communicate any serious concerns promptly to appropriate people e.g. the Principal, parents, caregivers, professional counsellors

The Designated Person for Pastoral Care should meet each student to check on the settling in process, to discuss school reports and to check on student welfare both at school and in their residential conditions. 



Format and content for meetings with individual students

Individual meetings should be in a discussion rather than interview format.  They should cover the student’s home, school and social life, and allow for any minor issues or misunderstandings to be raised.  Students feel safe and able to discuss and resolve minor issues as they arise and prevent them from turning into major issues.



It is important that the student be questioned directly (but not in a confrontational manner) as they may not raise issues on their own.  For example, questions like “Tell me what you find hard about school?” or “What do you enjoy about school?” will help to determine the student’s feelings about school.



Meetings should not always cover the same topics or take the same format.  They should support the student through his/her journey as he/she adjusts to life in New Zealand.  Discussions should focus on new issues that have come up and new activities and experiences for the student.  If students are reluctant to talk, they could be asked to complete a piece of writing in their own language or  they could draw a picture or complete a puzzle.



It is suggested that individual meetings be a minimum of 20 minutes, and may usually take up to one hour.  



These meetings could also include the first language counsellor. 





Accessibility of counselling staff to students

First language counsellors should be accessible to international students at all times in case of emergencies or crises.  Information should be given to students on how to access their first language counsellors in emergency situations at enrolment and at orientation via brochures, handbooks, and the education provider website.



Students must have access to first language counsellors during school hours if necessary.  This should be arranged by the Designated Person for Pastoral Care.





�



CHAPTER SIX:	CROSS-CULTURAL TRAINING







This chapter contains explanations and good practice examples of the cross-cultural training requirements for very young international students, set by the Ministry of Education under the “Code of Practice for the Pastoral Care of International Students”. 









�Cross-Cultural Training

Code Reference: 	Sections 15.9 and 15.11



Requirement:	Ensure that all staff in regular contact with international students have cross-cultural training.



Introduction:	To obtain approval from the Code Administrator to enrol very young international students, education providers must demonstrate that they have a professional development programme that ensures all staff in regular contact with international students have appropriate cross-cultural training.

	

			Staff needing this training may include:

Office / Administration staff

Specialist staff such as homestay staff

(Classroom) teachers with international students in their class

Principals / Managers.



The purpose of requiring cross-cultural training is to ensure that all staff in contact with international students have a sufficient level of cultural appreciation to enable meaningful and effective communication.  This will enhance the daily experience of international students during their stay in New Zealand, while assisting them to retain links with their culture while they are here. Cross-cultural training will also assist communication with international students in any accident, injury, or crisis.  



Staff needing cross-cultural training

Staff in “regular contact” with international students are required to have cross-cultural training.  Staff with differing levels of contact with and responsibility for international students have different training requirements.  The following guidelines can be used to determine if cross-cultural training is required.



a)	Office/Administration Staff

	Office and/or administration staff will need cross-cultural training if they:

Are the first point of contact for international students/parents or agents

Enrol international students

Administer homestays or other aspects of the international student programme.



b)	Specialist International Student Support Staff

Homestay staff, cultural support staff, or other specialist staff will need cross-cultural training if they have contact with:

International students

Homestay families

Classroom teachers

Parents of international students

Any other persons associated with the international student programme. 



c)	Teachers and Teacher Aides 

Teachers and teacher aides working with international students in classroom situations will need cross-cultural training if they:

Regularly have international students in their class (e.g. once a fortnight on an ongoing basis)

Are employed / contracted specifically to teach / assist / support international students

Are regularly required to teach / assist / support international students. 



d)	Principals / Managers / Directors

Principals, Managers, and Directors who have regular contact with international should also have cross-cultural training to assist with this. 



e)	Teachers and other staff with low levels of international student contact

Teachers on patrol, sports coaches, and other staff who may be in the position of being the first point of contact with an international student in the event of an accident or injury may find it extremely helpful to have an enhanced understanding of international students.  



Teachers and other staff with no international student contact will not need cross-cultural training.  Education providers should consider the benefits of including other staff with differing levels of contact with international students within internal cross-cultural training programmes.  In state schools, this can be a particularly useful way to gain acceptance of the international student programme across the staffing body. 



Types of cross-cultural training

Cross-cultural training may be either internal or external.  

External training is sourced from outside the education provider, through professional development or other opportunities.  External training may involve staff going outside the education provider, or cross-cultural trainers coming in to the education provider to give training / information sessions.  A half-day workshop is suggested for this format. 

Education providers may request cross-cultural training experts to produce a booklet for staff. 

Internal training involves using a suitable person already employed by the provider to train other staff.  This will usually happen after that person has sourced external cross-cultural training, and is in a position to pass on newly-obtained information.  This could be done at staff meetings, or at specially arranged meeting times.  



Ways of accessing external cross-cultural training

Access to formal professional development opportunities may be through:

The Ministry of Education

Education New Zealand

Asia 2000

Other cultural organisations (e.g. the Korean Association, the Japan Association, etc)

Companies offering formal professional development opportunities

Engaging an expert or specialist in the area of cross-cultural training to work with the individual provider or with a group (cluster) of providers.



Activities that will complement the cross-cultural training programme include:

Cultural expos

Festivals

Special cultural events

These activities should be encouraged. 



When to undertake cross-cultural training

Cross-cultural training should be arranged for all staff who have not previously had any.  Following this, cross-cultural training should be organised for new staff when they commence employment (if they have not had any previously).  Education providers should then aim to have formal cross-cultural training for all eligible staff at least twice a year. 
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Cannot enrol the student until approval has been granted by the MOE



Check the education provider’s accommodation policy



Check the boarding establishment or homestay in accordance with the Code



Check the designated caregiver’s immigration status

Record the dates of any visas



Enrol child as a domestic student



Photocopy the visa and passport details



Proceed to Part B



Supply school information pack



Enrol as a domestic student



Application form completed



Assess student’s English level



Request previous school reports



Determine placement level



Photocopy title and permit page of passport



Reject Application



Record start and end dates of permit



Wait until student returns with student permit



Accept the application by issuing an offer of place for NZIS



Finalise Enrolment



Provide NZIS information



Receive and receipt fees








