	Checklist of policies, procedures and documents

	
	
	

	Policies

	
	
	International student policy

	
	
	Group student policy (if applicable)

	
	
	Refund policy

	
	
	Fees protection policy

	
	
	Attendance policy

	
	
	Accommodation policy (if applicable)

	
	
	Review policy that ensures continued compliance with the Code

	
	
	

	Procedures

	
	
	Procedure to monitor visa expiry and report termination of enrolment to Immigration New Zealand

	
	
	Refund application procedure (this may be incorporated under grievance procedure)

	
	
	Fee protection procedure including processes for depositing fees within required time, including agent top-up

	
	
	Attendance and non-attendance follow-up procedure

	
	
	

	Documents

	
	
	The staff handbook

	
	
	Sample agreement between the signatory (you) and any third party involved in a group visit. (if applicable)

	
	
	Website content or proposed website content relevant to international students

	
	
	marketing prospectus or promotional material

	
	
	Application or enrolment form 

	
	
	Offer of place

	
	
	Student Handbook or Orientation Information

	
	
	A copy of the job description for staff members who market and recruit overseas

	
	
	A copy of the recruitment agent agreement (if applicable)

	
	
	A copy of the accommodation agent agreement to an external accommodation agency. (Detail the division of tasks between the provider and agency) (if applicable)

	
	
	Tuition agreement / contract 

	
	
	Statutory declaration form (found on the last page of this application form)

	
	
	Job description for pastoral care contact person

	
	
	Accommodation assessment tools (if applicable)

	
	
	Student accommodation interview form (if applicable)

	
	
	Homestay and designated caregiver support handbook or information (if applicable)

	
	
	Designated Caregiver Indemnity document (if applicable)

	
	
	Job description for the designated person responsible for accommodation (if applicable)

	
	
	Job description for the Manager of boarding establishment and/or licensed hostel (if applicable)

	
	
	Residential caregiver agreement (if applicable)

	
	
	Letter of authorisation from the New Zealand Police vetting authority(if applicable)

	
	
	Consent to disclosure (if applicable)

	
	
	The document/s which display the IEAA contact details


