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Campus Locations:
Head Office:

Level 2, 529 Lake Road, Takapuna, Auckland 0622
GM Sharee Cawley sharee@pie.ac.nz
+64 9 306 8872

Takapuna Campus:

Level 2, 529 Lake Road, Takapuna, Auckland 0622
Beauty donnak@pie.ac.nz
Hairdressing/Barbering lesleyf@pie.ac.nz
+64 9 306 8872

City Campus:

Level 8, 115 Queen Street, CBD, Auckland 1010
NZDB & NZCEL malcolm@pie.ac.nz
+64 9 306 8872

Hawkes Bay Campus:110 Dickens Street, Napier 4110
Hairdressing/Barbering debbie@pie.ac.nz
+64 6 835 4132
Wellington Campus: 336 High Street, Lower Hutt 5010
Hairdressing/Barbering james@pie.ac.nz
+64 4 570 0960
Newmarket Campus: Level 4/393 Khyber Pass Rd, Newmarket, Auckland 1023
Beauty donnak@pie.ac.nz
+64 9 306 8872
Tauranga Campus:

Suite 5, Level 1/143 Durham Street, Tauranga, 3112
NZDB malcolm@pie.ac.nz
+64 9 306 8872

Premier Institute of Education Principal:
Auckland:

Hamish McKay
hamish@pie.ac.nz
021 570 040
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24/7 Campus Contacts:
Head Office:

Sharee Cawley 021 517 498 (GM)
Fi Perez 022 485 8866 (BSM)

Takapuna Campus:

Eric Jia 021 181 7733
Lesley Franklin 027 338 4775
Malcolm Morrison 021 042 9395
Eric Jia 021 181 7733

City Campus:

Hawkes Bay Campus: Chris Lethbridge 021 461 147
Debbie Paviour 027 497 7252
Wellington Campus: James Rooney 021 297 3429
Eric Jia 021 181 7733
Newmarket Campus: Eric Jia 021 181 7733
Donna Kaiser 021 514 545
Tauranga Campus:

Sharon McAuliffe 027 471 4477
Mawera Karetai 027 256 6256
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Introduction to Premier Institute of Education (PIE)
Our Heritage
Premier Institute of Education’s distinctive role can be traced back to 1995 when the
Institute commenced as Premier Hairdressing College. The College changed its trading
name to Premier Institute of Education in 2016 to reflect growth in domestic and
international students and its diversification of provision to other fields of study. It has
from the beginning been committed to quality education and the development of students
pursuing a skill for life in their chosen fields in industry such as Hairdressing, Barbering,
Beauty and Business.
Starting with campuses in Auckland, Hawke’s Bay and Wellington, PIE now
encompasses additional teaching sites to accommodate students and different subject
areas in central Auckland and Tauranga. It is proud of its quality facilities and resources
which enhance its commitment to quality education.

PIE has been shaped by reflection of its educational practice, its reputation as a leading
provider of hairdressing qualifications, its excellent Category One status for two
consecutive External Evaluation and Review cycles, and its contribution to the economic,
social, and cultural well-being of local and national communities.

This tradition of

excellence is at the heart of Premier as it endeavours to maintain and enhance its
reputation for the newer areas of study and its international student body

Currently PIE has Hairdressing academies in Auckland, Wellington and Napier offering
Hairdressing and Barbering qualifications. Beauty Therapy is offered in two Auckland
campuses, Business and English is located in Auckland's CBD, and the Tauranga
campus offers Business qualifications.

Our Values
PIE is motivated by a Vision Statement which creates an institutional Mission, guided by
a set of Values, organised around Core Activities and which characterises our distinctive
Educational Practice.

Vision
Premier Institute of Education will strive to be an internationally renowned, student
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focused institution, known for diversity, flexibility & excellence in multiple areas of
industry & education. Delivering online and off site courses domestically & internationally
to suit the learning and aspirational needs of our learners making us the leading
organisation for industry & education.
Vision Statement
We focus on today's learning - knowing we are creating tomorrow's future.
Aria
Ko ngā akōranga o naianei ta mātau e arotahi nei, i runga i te mōhiotanga kei te
hanga mātau i te ao mo āpōpō.

Mission
Mission Statement
Premier Institute of Education is committed to the development of all students,
domestic and international, pursuing a skill for life.

We are a student centred learning institution where creativity and flexibility
underpin our teaching and learning aspirations.

We strive for excellence and as we do so our teaching improves, our students
achieve more and our reputation is enhanced.

Ta matau koromakinga
E ū ana a Premier Institute of Education ki te whakawhanakio ngā tāuira katoa,
he tangāta whēnua, he tauiwi, e whai nei i ēnei pukenga whakapai mākawe mo
ake tonu.
He wananga whakaaro tāuira, e tautoko ana i te wāirua auaha me te
hangoretanga o a mātau, mo te whakaako me te akoranga.
Kō ngā tino taumata ta mātau e whai nei, a, na tera ka pakari a mātau
whakaakongā, ka pakari ano hoki ngā tāuira, otira ka whakareia tō mātau mana.
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Values

Premier Institute of Education
is driven by an unstoppable desire to succeed,
by being;

Committed to
igniting the
sheer joy of
learning

Solution Focused

Courageous

Innovative

Responsible for itself
and others

and therefore being able to do the impossible.
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Enrolment Process:
On - Shore / Off Shore
You will be given, or have access to, a prospectus outlining Premier Institute’s
Programmes and relevant study information. You will need to approach the institute or
one of our registered agents and will be given detailed information about the programme,
entry criteria, subject options, facilities, the Code of Practice (international students), and
fees.
You must provide evidence that your level of English is at the appropriate level for the
programme you are enrolling on e.g. achieving the minimum English language standard.
This is based on our Premier Institute of Education English Language Test, IELTS,
TOEFL scores or other satisfactory evidence of your English ability.
Initial selection will take place at your Agent’s office or at the Institute. You must read the
conditions of acceptance then fill out and sign the application/enrolment form. At the
initial interview it will be determined your suitability to enrol on the course based on the
stated criteria (see Entry Criteria) and your perceived interest in the training being
offered.
Your application will be processed by the PIE International Team. You will be advised if
you do not meet the specified entry criteria
A check will be made on any special learning needs that you may have and whether/how
these can be accommodated.
You will be required to complete an assessment to ensure your study plan and career
intentions match the course being offered
If you are successful you will receive a formal offer (letter of acceptance) of a place on
the course. You will also receive your student number and details of the course and
starting time and be given an enrolment form to complete.
You will forward the required documents to Premier Institute of Education. Only originals
or certified copies will be accepted. Once the documents have been sighted and verified
by the International Management Team, the letter of offer is issued.
The next step is to pay your registration and course fees in full.
You need to sign the Public Trust form.
You will then be able to gain appropriate immigration documentation.
If you need to apply for a visa for New Zealand, the letter of offer is presented to the
nearest New Zealand Immigration Office by you or your agent. You will then be able to
gain appropriate immigration documentation in your country of origin.
Formal enrolment and signing of the tuition agreement will take place at the Institute
PIE INTERNATIONAL STUDENT HANDBOOK 2017 v2
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Note: You are not eligible to transfer from one school to another.
Document check
Upon enrolment all documentation pertaining to enrolment with be checked, photocopied
and sighted as an original
❏
❏
❏
❏
❏
❏
❏

Offer of place
Enrolment form signed
Tuition agreement signed
Study visa, dates to be tracked
Health and Travel insurance for the duration of the programme
Academic records
Current contact details, residential address, type of accommodation and
immigration status

International Student Visa checklist:
Please ensure the following documents are provided with your student visa application if
you are already in New Zealand and you are a full-fee-paying student.
If you have any questions about how to complete your application form, please refer to
the Student Visa Guide (INZ 1013).
❏
❏
❏
❏

Checklist (for applicants already in New Zealand only)
Signed and completed Student Visa Application (INZ 1012).
The correct application fee.
Two passport-size photographs stapled to the application form.The
photographs must be original, and taken within the last six months.
❏ Your passport or travel document – valid for the period of your intended
stay to at least three months past the date you plan to leave New Zealand.
❏ Evidence from your education provider of an offer of place in an academic
course. Evidence must show course start and end dates and fee amount
and that you meet the entry requirements to do the course.
❏ Tuition fee receipt showing period paid for and amount.
Evidence of sufficient funds A minimum of NZ$15,000 in your own bank account
for a full-year course, or NZ$1,250 per month for shorter courses.
This can be:
•
•
•

•

Bank statements in your name with at least a three-month transaction
history (ideally the date of the bank statement should show it is at least
three days after the date on your tuition fees receipt); or
A completed sponsorship form – must be completed by a New
Zealand citizen or permanent resident; or
a completed Financial Undertaking form – this can only be provided if
one was completed with your original offshore student visa application.
Any subsequent form must be completed by the same person.
***Complete All Sections***
Evidence of funds, as per levels stipulated above, held on behalf of
the student (e.g. for primary and secondary school students).
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Evidence of outward travel (or additional funds to purchase an outward ticket)
Academic transcript for previous study in New Zealand.(If you have poor
academic performance, please provide an explanation or evidence of the reason
why this was.)
Attendance report for previous study in New Zealand.(If you have poor
attendance records, please provide an explanation or evidence of the reason why
this was.)
Temporary Entry Chest X-ray. This is required if you are 11 years of age or over,
intending to stay 6 months or more from date of entry, and your country is not
listed under the low TB incidence countries, areas and territories. For the list of
these countries see A4.25.10 of the Immigration New Zealand Operational
Manual at http://www.immigration.govt.nz/opsmanual/i35154.htm
Police certificate: You must provide police certificates if you are 17 years of age
or over and you are intending to stay in New Zealand for24 months or longer
unless one of these exceptions applies. If you hold a student visa and are
applying for a subsequent student visa, and:
•are younger than 20 years, and
•held a student visa on your 17th birthday, and
•have held student visas (or interim visas with study conditions)
continuously since turning 17 years of age
For more information see: www.immigration.govt.nz/policecertificate
You can find more information here http://www.immigration.govt.nz/
NZ Embassy locations are available here http://www.nzembassy.com/
Please include a self-addressed stamped envelope or courier pack for the return of your
documents. NZ Immigration is unable to accept EFTPOS payment for applications
received by mail, however they can accept credit card payment via Mastercard/Bankcard
and Visa (please note Diners Club and American Express credit cards cannot be
accepted in New Zealand).
Matters Required by the Privacy Act
The information about you on the application form is collected to determine your eligibility
for a Student’s Visa or Permit.
The main recipient of the information is the New Zealand Immigration Service of the
Department of Labour but it may also be shared with other Government agencies, which
are entitled to this information under applicable legislation.
The address of the New Zealand Immigration Service is PO Box 76895, Auckland, New
Zealand. This is not where your application should be sent to.
The collection of information is authorised by the Immigration Act 1987 and the
Immigration Regulations 1991. The supply of the information is voluntary, but if you do
not supply it then your application is likely to be declined.
You will, if you come to New Zealand, have a right to access the information about you
held by New Zealand Immigration Service and to ask for any of it to be corrected if you
think that is necessary.
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Fee Protection, Withdraw and Refund
Fee Protection and Indemnification
The student’s fee will be banked into a Trust account, administrated by NZ Public
Trust, 205 Great South Rd, Auckland, PO Box 5149, Auckland, and will be released on
a pro rata basis from the Trust account in accordance with an agreed monthly schedule
on the basis of tuition delivered until the completion of the course.
The Withdrawal and Refund Policies and Procedures below are in line with the
NZQA Fee indemnification policy to protect students’ interest in the event of withdrawal,
insolvency, closure of the school, and cancellation of a course by the school before or
during the course, de- registration or withdrawal/part withdrawal of accreditation of the
school.
Withdrawal, Cessation of Enrolment and Refund Procedures
A withdrawal from a course takes place when a student stops attending for more than
two consecutive weeks or completes a notice to withdraw in writing. A student enrolled
for a course of study may withdraw from the course by written notice at any time.
It is the student’s responsibility to report his/her withdrawal from a course in writing. Any
fees outstanding will remain payable.
Refunds
Refunds are issued by the authorised independent trustee of the Institute and will be
returned to the student. All discussion concerning conditions of enrolment and withdrawal
are subject to New Zealand law.
It is your responsibility to report your withdrawal from the course in writing to Immigration
Services by completing the Termination of enrolment of Foreign National Holding a
Student Permit form.

Course
Length
6 days –
4 weeks
5 weeks
–3
months

Withdrawal Period
Before the course start date or within
the first two days of the course start
date
Two days after the course start date
Before the course start date or
within the first five days of the
course
start
Five days
of date
the course start date

Domestic
Student
More
than 3
months

Refund Amount
50% of total fees paid
No refund
75% of total fees paid

Within the first eight
days of the course
start date

No refund
Full refund of all fees paid,
less NZ$500 or 10% of the
tuition fee, whichever is the
lesser

Eight days after the
course start date

No refund

Before the course start
date

Full refund of all fees paid,
less NZ$500 or 25% of the
tuition fee, whichever is the
lesser (paid in NZD)
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International
Student

Within the first ten
working days of the
course start date
Ten working
days after the
course start date

*
*

Full refund of all fees paid,
less up to 25%

No refund

Your course start date is shown on your Offer of Placement.
Working days refers to Monday to Friday except for statutory holidays.

If a student has started a course with an interim visa and has to withdraw from the
course due to a declined visa application ten working days after the course start date, a
refund will be given by deducting fees for block(s) the student has already started,
course related fee (the uniform, book fee etc.) and a NZ$500 administration fee.
Students may be allowed to join a course as a late arrival. If a student who has
enrolled on a course and has a student visa but does not attend classes by the end of
the ten working days from the course start date, the student will be withdrawn from
the course and may forfeit fees paid
Full refunds will be given in the case of cancellation by PIE of a course/qualification
before or during the course/qualification.
Fees are not adjusted if an international student’s immigration status changes to
Permanent
Resident during the enrolment period paid for.
All applications for refund must be made in writing, accompanied by all original
documents and account details.
The refund, once approved, will be paid directly to the student’s account by the Public
Trust.
Tuition fees cannot be transferred to another person. If the student’s tuition fee is
received from
the bank or Study Link Loan, the amount of the refund will be refunded to the bank or
Study Link.
All fees are received and refunded in NZ dollars. The Institute is not responsible for any
currency fluctuations between enrolment and issuing of refunds.
No refund is available if the student is expelled from the Institute
PIE is committed to informing Immigration New Zealand and Study Link about all
cases where a
student’s study has been terminated.
Circumstances in which the Institute may Terminate Tuition
If a student’s attendance does not reach the requirement
If a student is expelled according to the above procedures
If a student’s absenteeism is continued and unexplained
IF STUDENT PROVIDES FALSE OR MISLEADING INFORMAITON ON
ENROLMENT.
If the Institute is unable to guarantee accommodation due to a student’s behaviour
(under 18 students)
If a student has criminal behaviour inside or outside the Institute’s Academy’s
premises
In the event of serious/gross misconduct the student may be expelled from PIE
instantly.
No refund of fees will be available for a student who has been expelled from PIE.
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Serious/Gross misconduct may include verbal and/or physical abuse or threats to
other students or staff, theft or damage to property, sexual harassment, bringing
alcohol or drugs on to the premises or arriving to class under the influence of alcohol or
drugs.
All decisions to terminate enrolment will be based on evidence, and the normal appeal
procedures apply.
If a student is expelled from PIE
No refund will be given when a student is expelled due to any of the above
circumstances.
If an international student has been expelled, PIE will notify Immigration New
Zealand and parents (if the student is under 18) accordingly.
If a domestic student has been expelled, PIE will notify Study Link
Immigration Services form ‘Termination of enrolment of Foreign National Holding a
Student Permit” will be completed and sent if a student withdraws and they were studying
under a student visa.
Cessation of Enrolment
The administrator will withdraw a student’s enrolment from the course and notify the
appropriate authorities, as stated above, if the student is absent without contact for at
least two consecutive weeks.
Cancellation of Training
Premier Institute of Education reserves the right to cancel training courses due to
insufficient demand, unavailability of suitable trained staff or facilities or other similar
major problems. In all cases if you are enrolled on the cancelled course you will be
offered alternative training dates or a refund.
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Health services:
It is recommended that you register with a local doctor and advise NSIA of the details.
This ensures that the information is available should you become sick or have an
accident while on the campus. Existing medical condition must be noted in the
Enrolment Form. Any new medical condition must be reported to PIE
PIE promotes safe practices and a safe environment. In New Zealand, it is a
mandatory requirement by law that all injuries and accidents have to be reported.
In doing so, the institution (in this case PIE) can take steps to prevent these
happening again. Some First Aid Kits are kept on the campus to treat minor injuries,
please check with the receptionist if you need to use anything in the First Aid Kit. No
medication is provided, for example pain killers.
Eligibility for health services:
Most international students are not entitled to publicly funded health services while in
New Zealand. If you receive medical treatment during your visit, you may be liable for the
full costs of that treatment. Full details on entitlements to publicly-funded health services
are available through the Ministry of Health, and can be viewed on their website at
http://www.moh.govt.nz.
Accident insurance:
The Accident Compensation Corporation provides accident insurance for all New
Zealand citizens, residents and temporary visitors to New Zealand, but you may still be
liable for all other medical and related costs. Further information can be viewed on the
ACC website at http://www.acc.co.nz.
Medical and travel insurance:
According to the requirements of the Code of Practice by the Ministry of Education, it is
mandatory for every international student to have appropriate and current travel and
medical insurance for the duration of their visa while studying in New Zealand.
As the administrator of the Code, PIE requires all of its international students to
purchase a suitable insurance policy, to present evidence of their insurance policies,
and/or to renew it when it is due to expire according to their individual start and finish
dates of study.
With prior notification and forewarning, failing to present the up-to-date and effective
insurance policy as an international student or failing to present it before the required
date will be seen as deliberate violation PIE’s rules and regulations. PIE will exercise
its right to terminate the student’s study and report the case to all relevant departments
(e.g. Immigration New Zealand). In this case, the individual student will be responsible
for all the consequences arise.
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It is compulsory to have medical and travel insurance to student in New Zealand
International Student Insurance
Why do I need travel and medical insurance?
Technically, in regard to international students, because the New Zealand Pastoral Care
Code of Practice requires it. Practically because it is essential protection for you and your
family, even those who are still at home. Costs incurred due to international travel risks
are so huge that they can destroy the finances of any family. You are a ‘traveller’ from
the day you leave home until the day you return.
What should my policy cover?
To be safe, an acceptable student and visitor travel and medical insurance policy in New
Zealand should cover all medical costs, without any excess or sub limits. If an insured
person is not affluent, an excess or sub limit could leave the insured person as an
underwriter of a portion of costs incurred, which may be so high as to prevent them using
their policy. Medical and additional costs provisions should cover all surgical, hospital,
doctor, and specialist’s costs plus post-operative care and rehabilitation. It should also
include ambulance, prescriptions and other related costs that are incurred due to a
medical condition or related treatment.
Students are welcome to obtain their own insurance. It must meet minimum standards
prescribed by the code. Alternatively PIE can assist. PIE’s provider of choice is Orbitprotect https://orbitprotect.com/
What will my Orbit-protect policy cover?
As well as the above, which is covered entirely by our policy, we cover medical care,
medical evacuation, loss of deposits and property. Our schedule of benefits and policy
wording are available for viewing online at all times. Take the time now to check.
http://www.orbitprotect.com/insurance-products/international-studentinsurance/summary/
Which plan should I take?
Orbit-protect offers two plans for International students to New Zealand; the international
Prime plan and the international student lite plan. Both plans provide medical care,
medical evacuation loss of deposits and property.
The international student prime Plan property covered up to $10,000 plus specified
items. Maximum cover on any items, pairs or sets of items is NZ$3,000 without
specifying.
The international student lite Plan Property is not automatically covered. You need to
specify items that you want cover for
How do I apply?
Apply online using our Online Application form. It is a secure site and the information you
submit is encrypted for your security. http://www.orbitprotect.com
How much will my policy cost?
This depends on what policy you want to take out but ranges from $290.00 - $454.00 for
a full year. You must be insured for the full duration of your training.
http://www.orbitprotect.com/insurance-products/international-student-insurance/pricing/
Orbit-Protect Ltd
PO Box 2011, Christchurch 8015, New Zealand
ph: (within NZ) 0800 478 833
ph: (outside NZ) +64 3434 8151
PIE INTERNATIONAL STUDENT HANDBOOK 2017 v2
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Email: service@orbitprotect.com
The College will accept alternative heath and travel insurance policies that are current
and valid for the duration of your course. However, these policies must meet the
requirements of the guidelines for the Code of Practice for the Pastoral Care of
International Students and be written in (or translated into) English. if you do not show
evidence of an appropriate insurance policy that meets these requirements, you will be
required to purchase a policy upon enrolment.
Admission Procedures
On day one of the programme, the student will be greeted by the staff and an induction
will take place during which the students will meet the entire staff and fellow students.
Orientation will include a tour of the premises and an introduction to the facilities and full
requirements of the programme, as well as the Institute rules and regulations.
Orientation
During the first week orientation takes place. You will be introduced to all the staff, each
other, the facilities and the requirements for training. Documents are signed and the
Student Handbook is explained and agreed upon.
● Site tour of facilities
● Introduction to tutor
● Going through the students’ handbook
● Introduction to a friend who will assist you during your time at the College
● Tour of facilities in the area – Buses – shops – doctors etc
● Introduction to the course
● Banking facilities

Orientation programme
General
Introduction to staff
College tour
People – who to talk to for
specific issues

Student handbook
Rules and regulations
Safety
Withdrawal, refund and complaints
Termination of enrolment

Course content
As applicable for
programme
As applicable for
programme

Basic NZ life

General NZ expenses
Accommodation

As applicable
programme

for

each

Basic NZ life

NZ culture
Assessment process and procedures

As applicable
programme

for

each

Introduction to the Treaty Student guidance and support
of Waitangi
External assistant
Signing of student contract

each
each

As applicable for each
programme assessment

Staff
All staff have qualifications in their field at least at the minimum level stipulated by the
industry in which they are teaching.
All tutors within the first year of starting with PIE complete assessor units, and/ or enrol in
a certificate in Adult Teaching. All staff are involved in Literacy and Numeracy training.
Vocational Industry Tutors keep current by doing 80 industry hours per year, which
involves keeping current and spending time in a commercial salons. Tutors get involved
PIE INTERNATIONAL STUDENT HANDBOOK 2017 v2
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with extracurricular activities with the students such as regional competitions, fashion
shows and expos.
Business lecturers must stay current and up to date in their firld by maintaining contact
with industry, attending professional development activities, subscribing to relevant
publications etc.

The Roles of the New Zealand Qualifications Authority (NZQA) and the
New Zealand Qualifications Framework (NZQF)
NZQA
The New Zealand Qualifications Authority (NZQA) was established in 1990 to provide
an overarching role in quality assured qualifications and to coordinate national
qualifications in New Zealand. The Qualifications Authority deals with the provision and
quality of qualifications. It works in partnership with all education providers and national
groups representing education and training in industry and business. The Authority
does not deal with the school curriculum or funding for education and training. NZQA is
a Crown Entity established under the Education Act 1989. The Authority is appointed
by the Minister of Education, and is accountable through the Minister to Parliament. For
more information please refer to www.nzqa.govt.nz.
The New Zealand Qualifications Framework (NZQF)
NZQA has established a new framework of qualifications from July 2010. The
development of this new framework is currently a work in progress. The New Zealand
Qualifications Framework (NZQF) is a comprehensive list of all quality assured
qualifications in New Zealand. The NZQF is the definitive source for accurate and
current information on qualifications. Framework qualifications are quality assured and
nationally recognised. Every learner being assessed for Framework qualifications
receives a Record of Learning (ROL). For more information please refer to
www.nzqa.govt.nz.
Academic Rules and Regulations
Gaining Credits
When a student has mastered all the elements and has been assessed as competent,
the student will be awarded with the credit value of the unit standards for paper. The
number of credits reflects time for an “average student” to achieve the standard. One
credit equals 10 notional hours of learning. These hours are a combination of classroom
hours as well as self-study hours.
Credit transfer:
A credit transfer is when one tertiary provider recognises the credits you have gained
from another tertiary provider and allows this to count towards your new qualification.
Transfer of credits gained for unit standards or relevant areas of learning which are
components of the programme will be granted. In such cases, student evidence will be
sighted in the form of an academic record or record of learning. Students who apply for
credit transfer will be asked to provide this evidence at the interview. Students who gain
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credit transfer will be given an opportunity to work on alternative components or units
within the programme.
Cross credit
Cross crediting is when the learning from one course, usually at the same tertiary
institute, can be used to meet the requirements of another course. PIE business
programmes do not have any cross-credit capacity.
Recognition of Prior Learning (RPL)
Recognition of prior learning (RPL) is a system of formally recognising skills and
knowledge you have acquired from informal learning. PIE supports the right of applicants
to gain credits for existing skills and knowledge. Applications for award of credits by RPL
will be considered on a case-by-case basis. The following procedure will apply:

1. The RPL candidate will initially contact the Programme Leader, outline the area/s of
the programme she/he wishes to claim credits via RPL, complete an RPL form and
submit relevant documentation. The Programme Leader will also give the candidate
an indication of whether the RPL assessment can be realistically conducted in-house
or whether it may need to be conducted by some other agency, such as another TEI
or the relevant ITO.

2.

If the RPL assessment can be conducted in house, the student concerned is
informed of the time and place and an appropriate assessor is appointed. An RPL
assessment fee will normally be charged for this service.

3.

A challenge test is undertaken by the student and assessed by the assessor. The
student is informed as soon as possible after the assessment has taken place if
competency against the relevant outcomes and performance criteria has been
demonstrated. If this is the case, the award of credits against the appropriate unit
standard/s is entered on the student’s record of learning on the data base. If RPL credit
is declined and the student still wishes to enrol, she/he will be encouraged to commit to
completing the whole course of study.
Assessment
Information for Course Attendees
An overview of assessment requirements will be conveyed in the assessment schedule
to you at the commencement of a course or programme. This will include details of the
timing, methods, standards and re-assessment opportunities. You are encouraged to
discuss details of individual assessments with your Tutors.
For information on unit standard courses please go to the NZQA link:
http://www.nzqa.govt.nz/providers/nqf-accreditations.do?providerId=847351001

Assessment, FER and Reassessment
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Assessments
While studying for a unit-standard based qualification under NZQF at PIE you will be
assessed against unit standards or internal modules. An assessment can take the form
of practical tasks, open-book activities, assignments, closed-book tests (also called UPK
– Underpinning Knowledge) and projects with presentations.
Competency will be assessed through a wide variety of methods including tests, projects,
assignments, portfolios, and reporting. Final and on-going assessment will be undertaken
by peer assessment, self-assessment and Tutors observation.
Integrated assessment tasks will be used as often as possible to draw together the
performance indicators of one or more criteria/element to provide a holistic and efficient
assessment of performance.
Self-assessment will be used to strengthen your self-image and develop your ability to
realistically measure your own and peer performance in a non-threatening environment.
Practical training and assessment is a compulsory part of certain courses and
students are required to attend prior to the assessments. Training sessions for the
vocational programmes practical (directed) and assessed (self-directed) and will be
scheduled throughout the weeks of the programme. After each assessment the tutor will
give written and verbal feedback.
FERs (Further Evidence Required)
If students did not provide the appropriate answer to a question or didn’t perform the
task to the required standard, then further evidence will be required to show competence
in that area. FERs are free of charge.
For written assessment students must attempt 100% of all questions with at least 50%
answered correctly, and have an 80% or above attendance rate in the subject to
qualify for 3 (three) FER’s. Students will have 1 (one) timetabled FER if the first
assessment attempt has below 50% correct responses and/ or attendance is below
80%
For practical tasks there is 1 (one) FER opportunity if attendance is above 80% for the
subject, and all directed practical sessions have been attended. There are 0 (zero)
FER chances if a student has missed directed practical sessions and/ or if attendance
is below 80% for the subject.
If students are marked as not achieved (NA) after the FER sessions, students will be
marked as a RESIT. Any FER session will be timetabled and arranged by the tutor
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after notification of the initial result. Missing timetabled FER sessions without
appropriate reasons will result in being marked as N with that opportunity for
reassessment forfeited. Failure to complete an assessment within the timetabled FER
sessions will result in the unit standard or module being entered into the Academy
database as a redo. You will need to complete this unit standard or module in its
entirety at a later date. Students must Resit the whole paper and there will be 0 (zero)
FER chances after a
Resit Frequency
Students are allowed a maximum of 2 (two) Resits of any 1 (one) unit standard or
module unless there are justified special circumstances. Students must complete all
Resits of unit standards or modules within 12 months of the completion date for their
programme of study. Failure to complete any unit standard or module within this
frequency and time range will result in non-completion of the programme of study
unless otherwise determined by management on a case by case basis.
Normal FER policies apply if students Resit due to absence for any assessment
occasion.
The following behaviours may be considered as possible acts of cheating:
Plagiarism

Talking during an exam

Copying another’s test/assignment

Allowing others to copy your work

Taking photos

Roving eyes

Open books/notebooks during an

Crib sheets/cheat sheets

exam
Passing notes during an exam

Copying disks and printing another
student’s work

Having someone do your assignment

Stealing exams

for you (Homework, project,
book report)
Selling exams

Altering a grade (in grade book, on a computer,
on a report card)

Taking an exam for someone else

Using bribery/blackmail/threats

Intimidation in pursuit of a better
grade
Resit:
There are three main reasons for redoing unit
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standards or modules
A student joins the course late and missed the delivery of the unit or module
A student does not complete the whole unit or a component of a unit standard
or module within the scheduled 10 (ten) week assessment period
All Resit arrangements are subject to the availability of class space and scheduling.

NZDB Assessment Information
Grading
C - Competent
NYC - Not yet competent
Level 5 assessment
A minimum of score of 75% in each assessment instrument is required to achieve a
‘Competent’ (C) grade. A score between 50% and 74% is awarded a ‘Not Yet
Competent’ (NYC) grade and is eligible for a second attempt at the assessment to
prove competency. A maximum of two attempts (1st submissions and resubmission)
are allowed per assessment instrument. Failure to achieve 75% and above in the
second resubmission or scoring less than 50% in the first attempt is a ‘Not Competent’
(NC) grade and students will have to re-enrol (re-sit) the assessment.
Level 6 assessment
Students are required to demonstrate competency in all the GPOs being assessed in
each assessment instrument and receive a ‘Competent’ (‘C’) grade. Students will be
given a total of two resubmissions for each assessment to demonstrate their competency
for each GPO being assessed. Students that have not met a specific GPO requirement
will be required to resubmit the assessment for that specific GPO assessment tasks only.
Students that fail to achieve a ‘Competent’ (‘C’) grade in a GPO at the end of the three
attempts will receive a ‘Not Yet Competent’ (‘NYC’) grade. Failure to achieve after 2
resubmissions results in a NYC and the student will have to re-enrol and re-sit the
assessment
Submitting an Assessment
A due date for submission of assessments will be given by the Lecturer before each
Paper or module is started.
Resubmission
A resubmission is another attempt to achieve an assessment when the first attempt has
been unsuccessful. For level 5 papers only one resubmission is possible. For level 6
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papers 2 resubmissions are accepted.
Resit
To Resit an assessment is to do a formal summative component of an assessment
again.
Students will be required to Resit an assessment
If students are guilty of cheating
If students miss an assessment
If students do not achieve the assessment
A re-sit involves extra learning and a new assessment task. The date of the re-sit must
be agreed on by the programme leader and lecturer.
Late assessment with reason
Failure to complete and submit the assessment / assignment prior to the due date will
result in a Not Submitted.
Should you have a genuine reason for not submitting an assessment within this timeline
you may formally request an extension.
You must complete an appeal form within 48 hours after the assessment due date. The
appeal will be considered by the programme leader and where approved an extension

will be granted. The programme leader has full discretion in granting an extension
and setting a new due date for the assessment. A student will only be granted an
extension under exceptional circumstances.
A student who is unable to satisfy the requirements for an extension will still have the
option of a resubmission and /or a re-sit. Refer to resubmission and re-sit section below.
Late assessment no reason
Assessments that are submitted late will incur a 1 attempt (1 submission) penalty.

Assessment Appeal:
 Any student who believes that they have been unjustly treated by any decision in
respect of
 assessment, reassessment, re-sit, credit recognition/transfer should complete the
Appeal form from the
 Administration Office within 8 days, and submit it by hand to the Course
Coordinator for assessment,
 reassessment, re-sit, credit recognition/transfer, recognition of prior learning in
order to have the
 matter investigated.
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Assessment Appeals
If the matter is still not resolved students can contact Hamish Mckay, Principal, he can be
contacted on 021 570 040.
Progression into Second Year of Study
All students who wish to progress into higher level second year of study at PIE must
first complete all requirements for the first year programme unless there are justified
special circumstances. Successful progression through the levels underpins the key
elements of successful pedagogical practice, and ensures all students are adequately
prepared for higher level learning.
In any cases where the Resit requirements for the first year are significant and entry
into the second year of study has been delayed to allow completion, then students
must complete all first year
requirements within one year of the proposed original first year completion date.
Assessment Review
PIE recognises the right of students to seek a re-consideration of their assessment
result, but this must be exercised in a timely and responsible manner. Please contact
your tutor if you would like to seek an assessment review.

Maintenance of course requirements
The following policies will apply where student progress is a concern
1.1 All Tutors are encouraged on a daily basis to be vigilant for students who do not
seem to be making good progress and to address the matter sensitively and privately
with the student to check whether help is required.
1.2 Each Tutor completes a final assessment report which identifies the outcomes
completed by the student. The Tutor would notify the site manager of any student
where progress is of concern
1.3 Actions to be taken by the International Student Officer (ISO), in liaison with the
Tutor, may include a range of interventions appropriate to the situation such as:
- Individual tuition by the Tutor after class
- Counselling by a Premier Institute of Education staff member or referral to an
outside agency or support service
1.4 Where the above interventions do not assist the student to catch up the matter
will be raised at daily prebrief. At this point the student will be interviewed by the
International Student Officer or the site manager, who will assess the course of action
that is best for the student,
1.5 When all available avenues have been tried and no improvement has been seen,
the Premier Institute of Education Site Manager will terminate the student’s
enrolment. Where appropriate Premier Institute of Education may assist the student
to enrol in a more appropriate course. The New Zealand Immigration Service will be
notified if a student’s course is terminated.
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Complaints Procedure

IF YOU ARE UNHAPPY
We want your experience at PIE to be enjoyable and successful. But if for any reason
you are unhappy of any aspects of your training - let us know.
If you are unhappy:
Talk with parties involved to try and resolve your concerns

→ resolved,
no further action

↓
→ resolved,

Discuss with your tutor

no further action

↓
→ resolved,

Talk to SQC manager

no further action

↓
→ resolved,

Put your complaint in writing and address to

no further action
Sharee Cawley (General Manager)
529 Lake Road, Takapuna
If you do not receive a response in 2 weeks

↓
Advisory Board Chairperson, Edwige Fava, 04 8198382

↓
Put your complaint in writing and address to
Quality Commission,
PO Box 9514, Marion Square,
Wellington 6141
Or email: commissioner@qualitycommission.co.mz
Website: www.qualitycommission.co.nz
Remember: you can take a support person to any of these meetings
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Attendance
Attendance Policy:
All International Students holding Student Visas are required to maintain 100%
attendance rate at all times
Attendance procedure
● The attendance register records students attendance by the hour. If you are 15
minutes late for school, you will be marked as absent for that hour.
● If you are absent from the class for more than 15 minutes you will lose one hour
of attendance.
● If you unable to attend class you must notify the school staff by phone as soon as
possible (see above contact information for your campus)
● If you are sick for more than 3 days you must get a doctor’s certificate and
present it to the school administrator on your next attendance.
Attendance Warning Procedure
< 95% attendance – verbal warning
< 90% attendance – 1st written warning
< 85% attendance – 2nd written warning (Final warning)
< 80% attendance – Termination of enrolment
Absences
Absent for a good reason.
Students who are sick for more than 3 days must get a doctor’s certificate and give it to
the school administrator on your next attendance.
Absent without notification.
Where a student is absent for an extended period of time without notification to the
Academy and without good cause they will be deemed to have abandoned your
enrolment in this course. We will make all reasonable attempts to contact you. In such
instance the appropriate authorities will be notified and we will complete the Termination
of Enrolment of Foreign National Holding a Student Permit form and send it to
Immigration Services.
NOTE:
A student’s attendance % is calculated on the number of days / hours they have not
attended school divided by the total number of days / hours they should have attended
school. This calculation is the same for both justified and unjustified absences.
Students must have over 90% attendance to complete the course and gain the
certificate.
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Plagiarism and Authenticity Policy and Procedure
Plagiarism definition: The practice of taking someone else’s work and passing it off as
your own. This means no copying without proper acknowledgement of the sources.
Unsourced copying is a form of cheating. It is a serious offence in the academic world.
Policy:




Premier Institute of Education has a zero tolerance policy towards plagiarism.
Students’ work must be checked against a recognised plagiarism database.
Where plagiarism is detected penalties will be applied according to the table
below.

Authenticity of work
 Students must do all of their own work without direct help.
 Students must not copy or summarise the work of others and claim it as their own
work.
 Students may accept advice and guidance as allowed under the assessment
conditions for that assessment.
 Students must acknowledge all sources of information used to complete the
assessment.
 Students sign their submitted assessments to confirm authenticity of work.
Consequences of plagiarism
Work that is not authentic is a serious breach of the rules and will lead to an investigation
by the Programme Leader.
Procedure
1. Digital copies of assignments will be submitted electronically by the due date.
2. All assessments will be checked for plagiarism through the software programme
Turnitin.
3. All results above 5% will be scrutinised by the Lecturer.
4. Results above 10% will be referred to the programme leader and action taken as per
to the following guideline table.
Penalty table
Plagiarism rate

Action taken

<5%

No action taken

<10%

Informal discussion with tutor

10% to <15%

Meeting with programme leader. Verbal warning given

15% to <20%

Meeting with programme leader.
Written warning - one only
Resubmission opportunity

20% and over

Meeting with programme leader.
Written warning - one only
Not achieved grade
No resubmission opportunity
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Referencing:
In order to avoid the consequences of plagiarism, it is important that you acknowledge
all sources of information. This is called referencing. Referencing is an academic
requirement. You need to provide information on all sources of data/ideas to show that
you have acknowledged those sources. There are various styles of referencing and
every institution chooses a specific referencing system. PIE’s standard referencing
system is APA. The referencing system developed by the American Psychological
Association is called the APA system. This system is updated at various times and the
most current style is used by NSIA. It is very important that you appropriately
reference all ideas and information you have drawn on from other sources and
used in your work. You are welcome to approach your tutors and/or support staff to
become familiar with the referencing system.
What is referencing?
Referencing is a standardised form of acknowledging the sources of information.
Referencing should be used to identify the source of every significant item of
information or idea used in your assignments or reports that have been created by
another author. Referencing is an academic and legal requirement. You need to provide
information on all sources of data/ideas to show that you have acknowledged those
sources. It is important to ensure the integrity of your work by making a distinction
between your own ideas and information or insights that have been developed by
others. Importantly, citations also make your writing more persuasive and credible
because it allows you to show your marker that you know your subject area. This also
ensures your ethical behaviour. It is wrong to use the information or ideas
presented by other sources as if they are your own. It is not acceptable.
All
information and ideas published or unpublished, no matter what source is used, must
be referenced.
There are many acceptable form of referencing styles in the academic world (e.g. APA
referencing, Harvard referencing, Chicago etc.). APA is the standard referencing style
at NSIA which is commonly used in social sciences. APA stands for American
Psychological Association. It is their system. The system has been updated at various
times so you will need to ensure you are familiar with the most up to date version. It is
very important that you appropriately reference all images, ideas and information
you have drawn on from other sources and used in your work.
APA referencing system requires you to provide references for the
ideas in two places:
In –text referencing
Reference list

Referencing is an academic requirement. It is unethical to
pass off the intellectual property of others as your own.
Whenever you read, take notes, or photocopy any material
that you might use in your assignment, immediately copy the
full reference information onto your copy. If you can’t
reference it, you can’t use it.

For more detailed information in regards to referencing, please refer to your
tutor or alternately visit the University of Auckland Referencite:
http://www.cite.auckland.ac.nz/index.php?p=quickcite
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Ethics & Practices
We require of our students a high standard of dress and personal hygiene
and Professionalism. You set the standard for our College; therefore you
must present yourself as an appropriate ambassador.
Let’s get it right.
Personal Presentation:
It is the tutor’s or management’s discretion to issue you a written warning should you not
adhere to Premier’s Ethics & Practices listed. If you receive three written warnings, we
reserve the right to terminate your contract.
• Uniform (where applicable) Student’s uniform must be in a clean and tidy
condition at all times. Students may not be allowed into class if the student
do not meet PIE required uniform standard. There will be a cost to purchase
new set of uniforms.
• Students will be expected to be dressed smart casually at all times.
• When a student is on the campus, please remove caps, hats or any kinds of
head gear unless previously arranged for religious reasons. When wearing
headdress for cultural or religious purposes it must suitable for undertaking
the practical requirements of the study.
• Please remove sunglasses when you are inside the campus building.
• Hygiene and cleanliness is a priority ensuring you look and smell fresh. At all
times avoid bad breath and body odour. Body spray and perfume is
encouraged.
• Nails must be groomed.
• Chewing gum is not acceptable.
• No singlet type tops.
• No sport/gym type clothing.
• Dress shorts are permitted in summer.
• No possession or consumption of alcohol on company premises or when
representing the college off site.
• No possession or consumption of illegal drugs on college property.
(Please Note: If you do not meet personal presentation standards, entry to a theory
or practical session may be refused.)
Professional Attitude
As students we need to manage ourselves to industry standards.
Office Hours: Students wishing to discuss any course queries with administration
can do so- 12.00pm to 12.30pm on course days.
● Professional gap. Do not make “Friends” with the tutors
● We expect professionalism at all times. No use of offensive language in the Institute
at any time.
● We will not tolerate the safety of staff and students being jeopardised or put at risk.
● Self-control and self-discipline are expected at all times - no public displays of anger,
sulking or unacceptable behaviour.
● Do not make unkind or critical remarks about fellow students and staff.
● Punctuality – Please arrive on time to begin your day and after breaks, tell your tutor
if you intend to leave the building.
● Under no circumstances can you hinder another student’s learning.
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● Telephone - incoming telephone calls can be taken if urgent. All mobile phones must
be turned off during tutorials.
● All Premier sites are smoke free.
● Equipment - all equipment supplied by the Institute remains the property of the
college and must be respected.
● You must take full responsibility for your own equipment and personal property.
● During your course you will be required at all times to leave the premises clean and
tidy.
● Refreshments - tea, coffee, sugar and milk are supplied and the kitchen is available
for your use during breaks. Food and drinks are not to be consumed in the
classroom and practical areas.
● No unauthorised written or verbal disclosure of company information to third party.
● A good attitude is as important as good work. Remember success is 50% attitude
and 50% skill.
(This page has been copied from the enrolment form that you have signed and agreed to
adhere too.)
Privacy Act
Premier Institute of Education complies with the Privacy Act 1993. You have been
informed and given permission on your enrolment form for the College to communicate
personal details to NZQA, Ministry of Education, Skill New Zealand, Department of Work
& Income, Inland Revenue Department and other similar bodies.
In addition Premier Institute of Education will release information, when required by
statute, to Government agencies such as N.Z. Police, Department of Justice and
Accident Rehabilitation Compensation Corp.
Rules and regulations
1. This is a smoke free Institute. If there is a designated smoking area, keep it clean
and tidy.
2. Anyone under the influence of drugs or alcohol will be asked to leave immediately.
3. No eating or drinking (tea, coffee) except water during class time. Time is
allocated throughout the day for breaks, these times are displayed throughout the
premises.
4. Theft will result in instant dismissal.
5. Gossiping and backstabbing are no – no’s. Please no swearing. No racism or
intolerance towards fellow students is acceptable. Show respect for your
classmate’s individuality.
6. Students may not use the Premier Institute of Education’s phones.
7. No cell phones in classrooms or practical areas during lessons. Tutors may
remove phones for duration of lesson.
8. Lateness to class will not be tolerated because it is very disruptive to have people
wandering in at any old time. Lock outs will apply. We are also trying to prepare
you for good workplace habits. Employers will not tolerate staff being late for
work.
9. If you are going to be absent or late please phone before 9.00 am and inform a
tutor or leave a message if the phone is unattended.
Auckland Phone City 930 0583 or call/text 021-02328106
Hawkes Bay Phone 835 7363 or call/text 027-7149418
Lower Hutt Phone 570 0960 or call/text 027- 7158657
Tauranga call/text 027 4714477
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10. Any items you bring to the premises are your responsibility. PIE is not responsible
for loss or breakages. If you wish to have items stored/held in the main office,
please ask either your tutor or other staff members.
11. Your working area and equipment are your own responsibility; keep them clean
and tidy at all times.

Health and Safety
Premier Institute of Education is committed to the safety and welfare of its students,
models and clients. Premier will comply with current New Zealand safety and health
legislation and relevant codes of practice.
Premier students have a responsibility to follow safe operating practices and procedures
and take all practical steps that will safeguard themselves and other persons from harm.
The Health and Safety Manual sets down the minimum Safety and Health standards and
requirements required throughout all Premier operations and students are required to
familiarise themselves with its contents. All persons on the Academy’s premises must
behave in a manner that minimises the possibility of injury or harm by observing the
procedures set out in this document and in the Safety and Health Manual.
Premier Institute of Education has considered aspects of the operations which place
students or public at risk and has implemented policies and procedures to ensure their
protection at all sites. All sites meet building compliance requirements, are security
monitored and insured. The Company has in place public liability insurance.
Students are informed of first aid, doctors, fire drills and general safety rules.
All
incidents or accidents are to be recorded in the Accident Register and kept at the
administration site.
Display of Evacuation Notices
Notices will be displayed in the building explaining the procedures and the exit routes to
be followed in an evacuation.
Trial Evacuations
To be conducted in educational buildings once in each term, except when an emergency
evacuation has already taken place during that term.
First Aid Kits
First aid kits are kept at reception.
First Aid Procedures
If you are ill and need to leave class tell your lecturer and they will make sure that you
can get to a doctor if necessary.
If you have an accident and the staff member present is unable to treat the injury,
arrangements will be made for an ambulance or doctor to be called. All incidents and
hazards are to be reported to the administrator.
Safety Rules
All persons on Institute premises must observe the following safety rules:
● Do not run around the Institute, only walking is permitted.
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●
●
●

Use hand rails when coming up and down the stairs.
You are not allowed to drink alcohol on the premises.
If you spill something you must clean it up immediately.

Fire compliance
● You are not allowed to smoke in any of the premises.
● You must not use any matches or fire lighting equipment within the premises.
● You must not tamper with fire extinguishers.

Emergency Procedures
The following procedures are to be followed in the case of an emergency.
Fire Safety
The Building has a fire safety certificate and a fire sensor/alarm system. The printed Fire
Instructions are provided. If you discover a fire; raise the alarm – tell a member of staff
or break the glass on the nearest alarm point
If you hear the alarm; leave the Building immediately.
The Fire Alarm sirens are continuous, very loud and unmistakable. There are no
‘false alarms’. Everyone must evacuate the Building when they sound. You must not
come back into the building (even if the fire alarm stops) until a person in authority has
stated that it is safe to do so.
Serious Injury
Call for assistance.
Call ambulance (111).
If machinery is involved, stop machinery.
Give appropriate first aid and comfort the person.
Do not put others or self in unnecessary danger.
Report situation to administrator.
Bomb Threat
Stay calm and listen carefully to caller, write down all that is said, ask the caller where
the bomb is located.
Call police (111).
Act according to advice of police.
If advised by police, instigate emergency evacuation plan.
Earthquake
Keep calm – allow time to think.
Take cover – move quickly and quietly to the nearest area considered to be safe (e.g.
shelter under a table, in a strong doorway or in a corner away from windows). Keep
away from glass doors or windows.
Watch for falling debris and other overhead objects.
Do not attempt to run outside.
Do not attempt to use the phones. These may be needed to keep in touch with civil
defence, police, etc.
After the earthquake, check anyone who sustained injuries. If it is felt that the premises
can be safely evacuated, the alarm should be sounded. The staff member present
should assess the damage. It is their role to determine whether evacuation is necessary.
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Electrocution
Switch off the power supply.
Follow “serious injury” procedure referred to above.
Call the electricians.
Gas Leak
Notify management, who will then notify gas engineers.
If necessary follow the fire and explosion procedure set out above.

Student guidance and support
Premier Institute of Education is a signatory to the Code of Practice for the Pastoral care
of Students.
Premier Institute of Education has robust guidance and support systems in place to
ensure that students are supported to achieve their expected programme outcomes
Student Support
Student support is available on issues involving cultural adaptation; learning and
communication difficulties, educational guidance, internal and external appeal/grievance
procedures. Student Services Officers will provide advice on welfare facilities, including
personal health services, mental health services, drug education, counselling and
problem gambling; provide advice on accessing information on sexual education, and
general health.
Staff will be available for guidance and support. Students are encouraged to talk to the
International Team to discuss any problems that they may have. Staff will guarantee
student confidentiality. If outside support or expertise is required the International Team
will give details of this support to the student. The Institute has access to a number of
organisations providing both specialist and general counselling and support.
Arrangements to speak to an interpreter can be made.
For your learning needs regular progress reviews are scheduled with your tutors which
normally take place once a month. This meeting allows you to discuss your progress
with your tutor and identify any learning needs you may have. If a need of yours is
identified the tutor and yourself can work together to identify the support or assistance
required and how this can be arranged.
This support may be provided within the
Institute or from an external agency or service.
Members of staff deal with different areas of support. Tutors assist with learning needs
and can advise on further study choices. The Onsite manager can assist with personal
or health problems and arrange referrals to an outside agency or person. Staff are
available during office hours for guidance and support and will guarantee student
confidentiality.
The International Business Administration Manager is the designated person for all
enquiries about pastoral care from International students and the resource for
International students requiring assistance with accommodation.
Administrative Support
Administrative support is available to you regarding enrolment details, student records,
academic progress, certificates and study schedule arrangements
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Harassment policy
Harassment is unlawful under both the Employment Contracts Act 1991 and the Human
Rights Act 1993. A company which permits harassment and individuals, who harass,
may be legally liable if harassment occurs. Many of the issues that constitute
harassment are also offences or crimes.
Harassment is written, visual or physical conduct in relation to race, colour, ethnic or
national origin, gender, age disability, marital or family status, religion, ethical belief,
political opinion, sexual orientation, or health status and is:
[1]

Unwelcome or offensive to the recipient; and

[2]

Of a serious nature or persistent to the extent that it has a detrimental effect on the
Individuals learning ability.

Any person who is concerned at any time about harassment is encouraged to initially take
up the issue with the person(s) concerned.
Any person who is concerned at any time about harassment may confidentially approach
the Administrator.
The Institute views any harassment seriously and anyone found to be harassing another
person, client or staff member will be dealt with accordingly.
Discrimination
Discrimination occurs when a person is treated differently from another person in the
same or similar circumstances: it can be direct or indirect
it is not always unlawful
Discrimination covers past, present and assumed circumstances. Direct discrimination is
relevant to each area of public life described and includes:
not being given an employment opportunity
not being given access to a place or service
being treated less favourably
being subjected to a detriment
Indirect discrimination occurs where any conduct or practice has the effect of
discriminating against a person(s) even though it may appear to be neutral.
Unlawful discrimination
Discrimination is only unlawful when it occurs in one of the prohibited grounds and in one
of the prohibited areas of public life. Other forms of discrimination are also unlawful,
including racial disharmony, racial harassment, sexual harassment and victimization.
The Institute views any discrimination seriously and anyone found to be discriminating
against another person, client or staff member will be dealt with accordingly.
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External Support and Guidance
Students will be referred to outside agencies when the assistance required is of a
specialist nature which cannot be offered by the College staff. These needs may
be identified at the initial selection interview or at some stage of the learning
programme.
List of External Support Available
CONSULATES
China
Japan
Korea
Viet Nam
India

09 940 5253
04 473 1540
04 473 9073
04 473 5912
04 473 6390

ALL CAMPUS LOCATIONS
WHATS UP (help for kiwi’s 5-18 years)

0800 942 878

HEALTH LINE

0800 611 116

ALCOHOL & DRUG HELPLINE

0800 787 797

GENDER BRIDGE INC

0800 844 357

VICTIM SUPPORT

0800 842 846

PREGNANCY COUNSELLING SERVICES

0800 773 462

NET SAFE

0508 638 723

W.I.N.Z

0800 559 009
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AUCKLAND

EMERGENCY SERVICES

Dial 111

CITIZENS ADVICE
Central City Library
44-46 Lorne Street

0800367222

Salvation Army
Auckland Central

09 3371318

Workbridge
10 Pioneer Street, Auckland

09 3022836

ACCIDENT & MEDICAL CLINIC
Med A & M Clinic
68 Beach Road

09 9192555

Sexually Transmitted diseases
2 Park Road
Grafton

09 3074949

Alcoholics Anonymous
2 Mayoral Drive, Auckland

09 3666688

Aids Hotline
24-Hour information & Referral Service

09 3580099

BUDGET ADVICE
AK Central budgeting service
6 Rocklands Ave
Balmoral

09 6315572

Family Planning
Level 2, 5 Short Street, Newmarket

09 5243341

RAPE CRISIS CENTRAL AUCKLAND
Support Referral

09 360400

CHINESE COUNSELLING

0800 543354

PIE INTERNATIONAL STUDENT HANDBOOK 2017 v2

Page 36

HAWKE’S BAY

EMERGENCY SERVICES

Dial 111

Citizen’s Advice Bureau
Community Room, Memorial Square
– 4pm

0800 367 222
835 9664 M-F 9am

CITY MEDICAL
24 Hours, Wellesley Road

835 4999

FAMILY PLANNING
Napier

844 0399

YOUTHLINE / LIFELINE
P O Box 1029, Napier
376633

835 5169
Youthline 0800
Lifeline 0800 543
354 or 8353300

AIDS FOUNDATION
24-Hour Service

0800 802 437

SALVATION ARMY

844 4941 M-F
9am – 4pm

56 Tait Drive, Greenmeadow
RAPE CRISIS/SEXUAL ABUSE
P O Box 751, Napier

835 65868

STD CLINIC

834 1815

SEXUAL HEALTH SERVICE

8341878 Direct

BUDGET ADVISORY SERVICE
12 Cathedral Lane

835 9458
CHB 858 8196
HAS 878 0530
NAP 835 5344

WORKBRIDGE
25 Bower Street

834 0027

ALCOHOL AND DRUGS HELPLINE

0800 787 797

CHINESE COUNSELLING

0800 543 354 LOWER

HUTT
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LOWER HUTT

EMERGENCY SERVICES

Dial 111

CITIZENS ADVICE BUREAU
47 Laing Road, Lower Hutt

0800 367 222

YOUTH LINE

0800 376 633

FAMILY PLANNING CLINIC
59-61 Queens Drive, 2nd Floor, Lower Hutt

04 569 5025

VIBE (free confidential health and support services)

04 566 0525

HUTT RAPE COUNSELLING NETWORK
50 Niblet Rd, Lower Hutt

04 566 5517

MEDICAL CLINIC
Ropata Village, 577 High St, Lower Hutt

04 569 7115

CHEMIST
Kopata Chemist, 62 Bloomfield Tce

04 569 6526

WORKBRIDGE
P.O.Box 30230, Lower Hutt

04 913 6403

CHINESE COUNSELLING

0800 543 354
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Important Information on Life and Services with in New Zealand
New Zealand People
New Zealand is a small country with a small population (4.6 million). It is clean and green
with plenty of space for everyone. New Zealanders love the outdoors and are friendly
and informal towards each other and visitors
You may notice that New Zealand people do the following:
● Say ‘please’ when they want something and ‘thank you’ when they get it. It is
considered rude if you do not use ‘please’ and thank you’.
● Say ‘sorry’ if they bump into another person by accident.
● Say ‘hello’ to people they have never met before.
● Make lines or queues when waiting for service. It is considered rude to push in
and not wait your turn.
● Eye contact is important in conversations
● Smiling at people is a way of acknowledging everyone
● No spitting on the ground is allowed
● Say “excuse me” when you want to get past someone, don’t push
● It is polite to hold doors open for others to walk through
● It is not polite to try and talk to someone while they are talking to another person
Treaty of Waitangi
The treaty of Waitangi is an agreement which forms a covenant between the Crown and
Maori. It was signed in 1840. The treaty of Waitangi is the founding document of New
Zealand, which recognised the prior occupation by Maori people of New Zealand and
allowed the Crown to set up a government to establish laws.
Premier Institute of Education upholds the principles of the treaty of Waitangi and abides
by the principles of the treaty at all levels of the operation of the organisation.
Living Expenses
New Zealand is not an expensive country, but it is not a very cheap one either. It is
somewhere in the middle. Things are generally a bit cheaper here than in Europe, USA
or Japan and a bit more expensive than in many other Asian and South American
countries. The current favourable rate of exchange has made New Zealand an even
cheaper option for many nationalities.

Living and Accommodation Information
Home Stay
Typical home stay offers a room, two meals a day, laundry, inclusion in family life and an
interest in improving the student's English language. Home stay families are checked by
the police and home stay officers. Homestay families have a genuine interest in other
cultures and people. Students, who choose homestay will have a bedroom with study
facilities, eat with the family and be part of the family. Meals include breakfast and
dinners on College days and all meals at the weekend and on holidays.
General Home Stay Expenses
Single room $200.00 - $250.00 the price of the room can depend on factors such as
walking distance to the college and the facilities the house offers e.g. ensuite bathrooms/
separate lounges.
Hostels
Hostels provide you with your own bedroom and shared bathroom and kitchen facilities.
You may be able to buy meals or choose to cook your own. Prices for hostel
accommodation range between $125 and $275 per week. You may have to pay up to
$150 as a deposit at the beginning but this is refundable. Some hostels need to be
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booked well in advance. Contact the hostel reception for information on securing this
type of accommodation.
Hotels and Serviced Apartments
Hotels and serviced apartments provide private bedroom, bathroom and living facilities,
with prices starting at $400 per week. Contact the hotel reception of the hotel or serviced
apartment for information on securing this type of accommodation.
Furnished apartments
Furnished apartments can be single bedroom or multiple bedrooms to share with others.
Depending on the location and size of the apartment, costs can range from $150 to $300
per person per week. Apartments can be difficult to find for short term rental. We
recommend that students only consider this option after living in New Zealand for some
time. Contact the individual owners or real estate agents letting the apartment for
information on securing this type of accommodation.
Premier Institute of Education does not provide homestay or accommodation services
and does not assess the suitability of available accommodation.

New Zealand Law and Road Safety
Public Transport

New Zealand has a comprehensive bus system. Weekly fares range from
approximately $11 to $30. Special discounted passes can be purchased at a bus
terminal. Train transport is available in the City
Driving in New Zealand
If you are thinking of driving in New Zealand you need to check before you drive that you
meet New Zealand’s driving laws:
● If you have an overseas driver license or an international driving permit,
you can drive in New Zealand for a maximum of one year. Note: you are
only able to drive those types of vehicles you were licensed to drive in
your own country.
● You must carry your licence or permit with you whenever you are driving.
If your overseas licence or permit is not in English then it’s a good idea to
carry an official translation with you.
● If you don’t have an overseas driver licence or an international driving
permit, you must apply for a learner licence before you can drive any
vehicle in New Zealand
● If you plan to be in New Zealand for more than one year you must apply
for a New Zealand driving licence before the end of your first year. You
will have to pass a theory test and probably a practical driving test too. If
you do not apply for a licence you will be considered an unlicensed driver
and will be charged by the Police if you drive a motor vehicle.
You can get more information about driving in New Zealand and New
Zealand’s driving laws by:
● Buying a copy of the Road Code. You can buy these in bookstores or from
driver licensing agents. You can also borrow a copy of the Road Code
from any public library. Or Contacting the Land, Transport Safety Authority
on its website www.ltsa.govt.nz or free phone 0800 822 422.
● Don’t drive a vehicle without an appropriate licence.
Cycling in New Zealand
If you cycle in New Zealand you should be aware of the following safety guidelines:
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Wear a helmet – this is compulsory in New Zealand
Be seen – wear light bright colours and use reflective tape
Lights and reflectors must meet the requirements in the Road Code
Have your seat at the right height so you can touch the ground but not too
low
Check the handlebars for movement and make sure the grips are secure
Check the brakes are adjusted and work properly. Use both brakes for
quick stopping
Check the pedals spin easily and have reflectors on them
Check that your tyres are inflated and that wheels spin easily without
wobbling

Pedestrians
Pedestrian safety.
 When walking across the road, look right, look left, and then right again
for traffic before crossing.
 Use the footpaths
 If there is no footpath, walk on the side of the road facing oncoming traffic
 At night wear light or reflective clothing
 Cross the road only when it is safe to do so and walk straight across the
road
 Use pedestrian crossings
 Cross near a light at night
 Wait until the bus has moved away before you check for vehicles to cross
the road
Tobacco / Cigarettes
In New Zealand:
 People under 18 years cannot by tobacco or cigarettes
 Smoking is prohibited in public buildings on public transport, in most bars and
restaurants
Alcohol
In New Zealand:
 You cannot buy alcoholic liquor if you are under 18 years old
 If you are accompanied by a parent or guardian you can drink liquor in a
restaurant
 You may be asked for evidence of your age in the form of a driving licence, a
passport or a HANZ 18+ card
Water
Tap water is safe to drink.
Illicit Drug Information
The drugs listed below are illegal in New Zealand and the use and sale of them are
covered by either the Misuse of Drugs Act (1975) or the Medicines Act (1981). Drugs that
are used as medicines (e.g., Ketamine) are usually covered under the Medicines Act.
Most other illegal substances are covered by the Misuse of Drugs Act and are classified
as Class A, Class B or Class C drugs (Class A being treated the most seriously by the
law and Class C least seriously).
It is important to remember that although drug use is socially acceptable in some
environments or sub-cultures, the legal consequences can be serious. Being involved in
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the manufacture or supply of drugs is treated more severely than possession of small
quantities for personal use.
You must not take any substances that you are offered at a party or a night club as they
are likely to be illegal and if you are convicted of drug use or possession your visa will be
cancelled and you will be deported from New Zealand
Substances covered by Misuse of Drugs Act (1975) are:
Class A
• Cocaine.
• LSD.
• Magic Mushrooms (psilocybin).
• Most other hallucinogens.
Class B
• Amphetamines (speed).
• Ecstasy (MDMA) – depending on what's in the E, it could be classified
differently, e.g. MDA is a Class A drug
• GHB, GBl, 14B, GABBA, Sodium Oxybate
Class C
• Cannabis (Hash, hash oil and other processed cannabis products are Class B
drugs).
If you think you may have problems with drugs or need further information see the
support service section of the handbook book for contact details:
Gambling
Some people find that gambling becomes a serious problem which they are unable to
control. This is known as ‘compulsive’ or ‘pathological’ gambling. Compulsive gambling is
recognised as a mental disorder, and is characterised by a chronic and progressive
failure to resist the impulse to gamble.
It involves gambling behaviour that compromises, disrupts or damages personal, family,
or vocational pursuits. It is known to increase during times of stress, and can lead to
problems such as disrupted family relationships, inattention to work, financial crises and
criminal activity in order to obtain money. These problems in turn lead to a further
intensification of the gambling behaviour.
Compulsive gamblers often believe that money causes, and at the same time is the
solution to all their problems. They make no serious attempt to budget or save money,
and are often over-confident, very energetic, easily bored and often “big spenders”.
There are times when they show signs of personal stress, anxiety and depression. In
fact, many compulsive gamblers report boredom/depression or stress as the main
reasons for their gambling.
If you feel you may have a problem with gambling or need some advice, contact:
http://www.gamblingproblem.co.nz
Gambling Problem Helpline 0800 654 655
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Gambling Debt Problems 0800 654 658
Main line now open 24 hours Thurs/Fri/Sat
All other days 8.00am to 11.30pm
Counselling
Counselling is available in New Zealand for any problems you may have.
If you feel you need any help with the following you can contact relationship services.
Relationship Services provides counselling for individuals, couples, children, young
people and families experiencing personal or relationship difficulties through:
●

Relationship and life-skills education programmes;

●

Stopping violence programmes;

●

Mediation to resolve disputes;

●

Workplace support, including counselling, employee assistance programmes,
coaching, professional supervision and training

Mental Health Services
Just as there are many forms of physical illness, mental illness covers a wide
range of psychiatric disorders with a variety of different symptoms.
If you are experiencing any symptoms you must first see a doctor they will be
able to put you in touch with the appropriate division of mental health service who
will be able to help you.
Information on sexuality education, health promotion, sexual and reproductive
health services
Family Planning Association works to promote a positive view of sexuality and to
enable people to make informed choices about their sexual and reproductive
health and well-being.
Family Planning (FPA) provides sexual and reproductive health information,
clinical services, education, training and research.
Services include - contraception, STI checks, menopause, talking to your children
about sexuality, vasectomy, PMS, adolescent sexuality, pregnancy and many
other topics.
If you need to make contact with FPA you will find their contact details in the
support section of this book.

PIE INTERNATIONAL STUDENT HANDBOOK 2017 v2

Page 43

Student complaints
Whilst the Institute’s mission is to train to the highest standards of competency and
excellence and to assist in the individuals personal, and professional goals, the company
acknowledges that there may be student complaints regarding the provision of training
services. It is the Institute’s intent to resolve complaints amicably and be responsive to
student critique.
If you have a complaint regarding the provision of teaching services the student shall in
the first instance approach the tutor concerned regarding your concern.
If this approach has not achieved a successful outcome you should approach the site
manager to resolve the matter.
If no resolution is found you may discuss the matter directly with the Principal Hamish
Mckay he can be contacted on 021 570 040
If your complaint is not resolved – contact NZQA
If your education provider has not resolved your complaint, and you still wish to have it
resolved, then you can contact NZQA. NZQA is a government organisation. They can
provide an independent assessment of your complaint and will either investigate your
concerns or advise you what you can do next.
You can submit your complaint query on the NZQA website, or send an email to
qadrisk@nzqa.govt.nz. If you need more information on the complaints process, contact
NZQA on 0800 697 296.
Or – if it is a financial dispute – you can contact FairWay Resolution. FairWay Resolution
is available to help you resolve financial or contractual disputes with your education
provider. There is no cost to you for this service. FairWay Resolution is an independent
service with experience in helping people to resolve disputes. You can contact FairWay
Resolution on 0800 77 44 22.

External Bodies
All students are advised of the following external bodies if they are unable to resolve
grievances through internal procedures:
●
NZQA
●
The Human Rights Commission
●
The Race Relations Tribunal
●
International Education Appeal Authority
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Code of Practice:
Premier Institute of Education has agreed to observe and be bound by the Code of
Practice for the Pastoral Care of International Students published by the Minister of
Education. Copies of the Code are available on request from this institution or from the
New Zealand Qualifications Authority (NZQA) website at
http://www.nzqa.govt.nz/providers-partners/caring-for-international-students/
Student Complaints – Code of Practice
Student complaints about providers’ compliance with the Code of Practice
Code signatories are required to have formal processes for handling student complaints,
and to make sure these processes are accessible to students.
If an international student has a complaint about their provider’s compliance with the
Code of Practice, they should try and resolve it by using the internal provider process in
the first instance.
If their complaint is not resolved, they can take their complaint to one of the following
agencies:
NZQA
NZQA handles all complaints about alleged non-compliance with the Code of Practice,
other than financial and contractual disputes.
iStudent Complaints
iStudent Complaints is the appointed operator of the International Student Contract
Dispute Resolution Scheme (DRS), which was set up to resolve financial and contractual
disputes.
Code signatories are required to comply with the International Student Contract Dispute
Resolution Scheme Rules 2016.
Information for students
Information for students about making a complaint about a provider's compliance with the
Code of Practice can be found at Student complaints about a provider.
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Summary Code of Practice for the Pastoral Care of International Students
Introduction
When you come to New Zealand to study as an international student, education
providers have a responsibility to ensure that you are well informed, safe and properly
cared for.
To support this, the New Zealand government has developed a Code of Practice for
the Pastoral Care of International Students (the Code).
The pamphlet (attached as APPENDIX 1) provides an overview of the “Code of
Practice for the Pastoral Care of International Students” (the Code), and provides a
procedure that students can follow if they have concerns about their treatment by a
New Zealand educational provider or agent of a provider.
What is the Code?
The Code is a document that sets out the minimum standards of advice and service
that you can expect as an international student and provides a procedure that you
can follow if you have concerns about the treatment received from an education
provider or agent of a provider.
The Code applies to pastoral care and the provision of information only, not academic
standards.
The Code sets standards for education
providers to ensure that:
 High professional standards are maintained
 The recruitment of international students is undertaken in an ethical and
responsible manner
 Information supplied to international students is comprehensive, accurate, and upto-date
 Students are provided with information prior to entering into any commitments
 Contractual dealings with international students are conducted in an ethical
and responsible manner
 The particular needs of international students are recognised
 International students are in safe accommodation
 All providers have fair and equitable internal procedures for the resolution of
international student grievances
Who does the Code apply to?
The Code applies to all education providers in New Zealand with international students
enrolled. The Code is mandatory to these providers.
What is an "international student"?
An "international student" is a foreign student studying in New Zealand.
How can I get a copy of the Code?
You can request a copy of the Code from your New Zealand education provider. The
Code is also available online from
http://www.minedu.govt.nz/NZEducation/EducationPolicies/InternationalEducation
How do I know if an education provider has signed the Code?
The New Zealand Ministry of Education maintains a register of all signatories to the
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Code. This is available online from
http://www.minedu.govt.nz/NZEducation/EducationPolicies/InternationalEducation.
If the education provider that you are seeking to enrol with is not a signatory to the Code,
you will not be granted a permit from the New Zealand Immigration Service and you will
not be able to study at that institution.
What if I have questions about the Code?
The New Zealand Ministry of Education is the Administrator of the Code. If you have any
inquiries about the Code, you can email: code.enquiries@nzqa.govt.nz.
Full details of what is covered can be found in the Code itself.
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Appendix 1: Code of Practice 2016 (Student Information Pamphlet) - English
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Appendix 1: Code of Practice 2016 (Student Information Pamphlet) Chinese
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Appendix 1: Code of Practice 2016 (Student Information Pamphlet) - Hindi
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HANDBOOK DECLARATION
1. I have received my handbook and will read it thoroughly. I will contact the
Support Office or International Team if I have any questions.
2. I

have

been

informed

about

the expectations

regarding Plagiarism,

uniform, attendance, punctuality, class contact and self-directed learning
hours, and I promise to follow them.
3. I have been informed that all international students must have appropriate
and current medical and travel insurance. A copy of my valid insurance must
be submitted to PIE once I start my course. I understand that Premier reserves
the right to suspend my study without refund if I cannot comply with the
above policy. Any redo or resit arising from this are my responsibility.
4. I have been informed that all international students must hold a valid visa
while studying in New Zealand.

A copy of my PIE student visa must be

submitted to the Institute to attend my classes. I understand that it is my
responsibility to make sure that I have a valid visa while studying at PIE. I
must inform PIE within 3 working days of getting my new student visa.
Otherwise, I will take full responsibility for all potential consequences (e.g.
pay for the missed courses, attendance problem, delayed graduation, visa
problems, conflict between work and life, etc.).
5. I understand that I must notify PIE of any change in my immigration status.
6. I understand that PIE reserves the right to suspend my studies without refund if
I cannot comply with the above policy.
7. I hereby give permission to the staff of PIE to contact my emergency
contact and/or parents in case of illness, accident, emergency, welfare
concerns, administrative needs, and any other unforeseen circumstance.
8. I have read the enrolment conditions and agree with all of its provisions.

Student Name:
Signed:
Date:
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Premier Institute of Education
STUDENT ENROLMENT CONTRACT

Student Name:

_____________________________________________

Date of Birth:

_____________________

Programme enrolled: _____________________________________________

I,___________________________, International Student of Premier Institute
of Education, having been informed of all my obligations and
responsibilities via, the enrolment process, the reading of the handbook
and the orientation, I solemnly and sincerely declare that;
1. I will maintain reasonable study progress and performance as an
international student.,
2. I will maintain reasonable attendance rate as an international student,
3. I am fully aware the responsibility as an international student to study
at Premier Institute of Education,
4. I will take entire responsibility to all unexpected outcome caused by
breaching above clauses and policies by Immigration New Zealand.

Name of Student:_____________________
Signature:___________________________
Date:________________________________
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