Code of Practice for the Pastoral Care of International Students
Self Review - Tertiary Education Organisations (TEO)
Annual review plan implemented start:            /            / 2011  

Annual review completed:           /            / 2011   

Annual attestation sent to the Ministry of Education:           /             / 2011  
Overarching self review questions

· What are our goals, objectives and planned strategies for international students?

· How were these goals, objectives and processes determined? 

· What positive progress has been made in achieving these goals and objectives? What is the evidence to support this?

· What are our key strengths in relation to pastoral care for international students? 

· What are the areas in which enhancement is needed?

· What enhancement activities will be undertaken over the next year? Two years? Who will be responsible and what are the expected outputs and outcomes?

· How will we monitor the effectiveness of changes arising from the enhancement activities? 

Institution’s international student strategic plan
· Does this include the key features of the programmes offered to international students?

· Are the outcomes we intend to achieve captured?

· Does the section detailing target markets for students cover forward planning as well as the current year?

· Does the plan detail limitations to the international student groups we intend to enrol such as numbers of students and impact on domestic students?

In addition to the key evaluation questions below there will be other evaluative questions you will want to ask of yourselves and your organisation to ensure your ongoing compliance with the Code.
Key evaluation questions

Part 1: General 
1: Information

Professional development plans

· How effective is staff training and support for staff who teach/work with international students? (including training for staff who represent the TEO overseas)
Staff organisation chart and job descriptions for international staff

· How effective are the reporting lines to international staff?

· How appropriate are international staffing hours (e.g. staff responsible for welfare and accommodation) in relation to the number of students they are responsible for?
3: Group students

Group student policy

Group student procedures

· If we host or intend to host young international group students do we have approval from the Administrator?

· How are our records and evaluations of previous group students used to plan future groups?

· Are the ages and courses delivered to groups relevant to our organisation and its policies?

· How effective are our risk management procedures?

· How effective is management of accommodation?

· How effective are our lines of communication with parents?

Agreement between signatory and agent or organiser in home country

· Does this agreement detail appropriate division of responsibilities for each party including insurance, accommodation, refunds, withdrawals and payment timeframe?

· How do we ensure that information has been given to, understood by and approved of by parents?

Emergency procedures

· What is in place prior, during and post emergencies?

· How effective are our emergency procedures?

Part 2: Marketing, recruitment, and enrolment of international students

4: Provision of information to prospective international students

Information to prospective students

Prospectus and promotional material

Student application or enrolment form

· How does our organisation ensure that its information to international students is accurate and up to date?

· How does our organisation ensure that this information is provided to international students before they enter into any commitments?
6: Assessment of prospective international students

Immigration New Zealand requirements

Assessment procedures

· How do we ensure that the course/programme matches the student’s career intentions?

· How do we ensure a student’s level of English matches the course requirements?

· How effective are our assessment procedures in ensuring that the student meets the academic prerequisites of the course?
7: Accepting international students for enrolment

Offer of place letter

Tuition agreement

Fees invoice and receipt

Orientation information

Enrolment procedures

Procedure for enrolling a student from another provider

Orientation procedure

Before enrolment

· Do information brochures clearly and accurately portray the provider courses?

· How do we ensure students/parents receive the information and not just the agent?

· Is the enrolment form fair and just for the student? (students should not agree to pay full fees in advance of knowing what they will be)

· Are the letter of offer and tuition agreement transparent and clear as to what full fees are and what else is being purchased? Do these go to the student/parent at the time of signing?

· Does the enrolment procedure include an assessment as to whether the English and academic proficiencies of the student and their career intentions match the course offered?

On the first day

· How effective is the orientation process? How do we know? How and why has it been modified?
· What gives us confidence that students know who to contact for welfare and academic complaints from time of enrolment?
Student insurance policy

Procedure for maintaining currency of student information

· How effective are our systems for ensuring student information is up to date?

· How do we ensure insurance is adequate and covers the full period of study?  
Student records

· How effective is our system for ensuring record keeping-passport, contact details, insurance details etc are current?

· How do we ensure that contact details are valid for parents of under 18 year olds?
8: Staff members representing signatories overseas
Job description of staff members who market and recruit overseas

· How do we ensure that such staff have the knowledge of our programmes and procedures?

· How do we ensure that such staff have the cross cultural skills and knowledge in the country of recruitment?
9: Immigration requirements

Visa monitoring procedure to track expiry

Termination/re-enrolment procedure/s

· How effective is our system for ensuring student visas are valid and kept up-to-date?

· How effective are our procedures for termination of enrolment and/or re-enrolment from another provider?

Part 3: Contracted agents

10: Recruitment and accommodation agents

Agent agreement

· Do we have agreements for all agents we use?
· Do the agreements contain wording that the agent must comply with the Code and any breach of this will terminate the contract? 
· How do we ensure that the agent will communicate all information to parents?

· How do we ensure that the agent is abiding by the contractual agreement ( e.g. placing a student already in a Designated Caregiver or Homestay situation not approved by signatory)
· Do the agreements clarify duties of each party whilst retaining overall responsibility with signatory?
Part 4: Contracts and indemnity

11. Contractual and financial obligations of signatories

Refund policy

Fee protection policy

Refund application procedure

Fee protection procedure

· How do we ensure that the tuition agreement is received by and signed by students or parents  not agents? 

· How do we ensure students are aware of the fee protection policy and conditions for refunds and withdrawals?
· How do we ensure that fees are protected in line with our policy?
· How do we ensure refunds are issued in line with our policy?
Trust account agreement

How do we ensure that the following are in place:

· Agreement is signed by the Director
· Funds are in a separate designated account 
· Funds are drawn down for use retrospectively of tuition taken
Part 5: Welfare

13: Support services

Refunds, withdrawals and fee protection policies and procedures 

· How do we ensure parents /students are aware of the fee protection policy and conditions for refunds and withdrawals?

Trust account agreement

· Signed by Owner/Director

· Separate funds?

· Drawn down retrospectively of tuition taken?
Job description for pastoral care staff

Contact for pastoral care staff

· How do we ensure 24/7 contact details are known to student/s? What evidence do we have that our emergency procedures are effective?

· How do pastoral care staff ensure all areas of their work is up to date with the Code?
Orientation programme/s

Orientation procedures

· How do we ensure an orientation process appropriate to the type of institution and the student/s is in place?

Support services policies
Support services procedures (covering 13.3)
· How effective are our support services for those students who access them?

· What are we putting in place to enhance student access?
Procedure to identify students facing difficulties
· Has our system identified students facing difficulties adapting to the new cultural environment?
· What have we done to assist these students?
· Is this information recorded? 
14: Monitoring attendance to ensure student welfare

System alert for not submitting assignments and exam/s

Advice to Immigration New Zealand that the TEO has terminated the enrolment of a student

· What alert systems are in place and what systems are used for follow up in the case of poor attendance/ failure to complete assignments/exams? 

· How effective are our academic staff in reporting pastoral care issues immediately to pastoral care staff? 
· How do we know our systems and procedures are effective?

· How do we ensure that follow up procedures are in place for students ceasing attendance before course completion?

· What enhanced systems are in place in event of student being under 18 years?

Part 6: Accommodation

15: Accommodation provisions

Accommodation assessment tools / student interview form

· Do we arrange accommodation? (if no go to part 7)

· If yes, how do we ensure that we meet the applicable provisions for each relevant accommodation option (e.g. for homestays, boarding establishments and temporary accommodation) 
Part 7: Grievance procedures

22: Internal grievance procedures

Grievance procedures

· How do we know that internal and external grievance procedures are understood by, accessible to and used by students?

· Are the IEAA details current and displayed to ensure student access?
Part 8: Applications and monitoring

27: Applications

Procedure for notifying the Code Administrator of relevant changes

· Have we received approval for the following changes as appropriate:

· Ownership; 

· Legal status; 

· Establishment name; 

· Student fee protection policy status; 

· Address of the establishment; 

· Director(s) of a private training establishment; 

· Conditions of operation that affect the age range of the international students it enrols (including group students); and/or 

· Site changes and/or additional sites

Key evaluation questions for providers who enrol international students under the age of 18 years
Part 1: General
3: Group students

Code of Practice signatory certificate document

· Does our signatory certificate have a separate approval for Group Students if we are hosting young international group students (11 – 13 year olds)?

13: Support services

Code approval procedure

· If we enrol Young International students how do we ensure they continue to live with their parents unless exempt under 15.5, 27.3 and 27.4 of the Code?

Procedure to ensure communication with parents
· How effective are our procedures for communicating regularly with parents?

Procedures for first language support and counselling

· How confident are we that young international students who need access to first language support and/or counselling are able to access it?

· How confident are we that the language and counselling services we provide are appropriate and effective for the particular international students that we enrol?

Section 6: Accommodation
15: Accommodation provisions

Accommodation assessment tools

Accommodation policy

· Have we ensured that our accommodation policy and assessment tools meets Code requirements for all accommodation types arranged by the provider and in line with the ages of students? (accommodation types are shown in the chart below)
Police vetting procedure

· Have we received Police vets for all homestays prior to placement?
Boarding establishment policy

· Approval of boarding establishment undertaken?
· Record of interview with students quarterly?

· Half yearly visit to boarding establishment recorded?
Enhanced indemnity document

· DCG Indemnity document enhanced to allow for police vet, sharing of information with parents and up to two visits per annum?

· How do we avoid potential conflict of interest if a recruitment agent wants to be a designated caregiver or even ‘guardian’?
Procedure for notifying the Code Administrator of relevant changes

· Our Signatory Certificate includes separate approvals as appropriate for:

· 11 – 13 year olds by 1 July 2011

· Young International Group Students by 1 July 2011

· Young Internationals in School Hostels by 31 December 2011
Accommodation options and approval requirements for international students enrolled in a tertiary institute
	
	With   parent/s
	Without parent/s
	Licensed hostel
	Designated caregiver
	Homestay
	Boarding establishment
	Temporary accommodation

	Aged 11-13 years old
	YES
	YES  approval required


	YES  approval required
	YES  approval required
	YES  approval required
	NO
	NO         special arrangements for Group Students only


	Aged 14-17 years old
	YES
	YES  approval required


	YES  approval required
	YES  approval required
	YES  approval required
	YES  approval required
	YES        special arrangements

	Aged 18 + years old


	YES
	YES
	YES
	YES
	YES
	YES
	YES


Procedure to ensure accommodation provisions meet the Code requirements

· How do we ensure that applicable accommodation provisions are observed for:

15.3.1 Homestays;

15.3.2 Boarding establishments;

15.3.3 Temporary accommodation
Action plan
Findings of self review
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	Area/s for change (reason for change)
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