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Welcome to Languages International. Please use this guide to 
help you with any questions you may have about your stay.  
 
If you would like any personal mail posted to you at our school, 
you may use the following address: 
 
Letters:  
  LANGUAGES INTERNATIONAL AUCKLAND 
  C/o (your name) 
  PO Box 5293 
  Auckland 1141 
  New Zealand 
 
Packages:  
  LANGUAGES INTERNATIONAL AUCKLAND 
  C/o (your name) 
  27 Princes Street 
  Auckland 1010 
  New Zealand 
 
Phone: +64 9 309  0615  Fax:  +64 9 377 2806 
 

TIMETABLE FOR TODAY 

WELCOME 

9.00—11.00 Welcome 
Written Test 
Self-assessment 
Interview 
Coffee break 

11.00—12.30 Introduction to Student Advisors,  
orientation in your first language 

12.30—1.30 Lunch break 

1.30—2.30 Introduction to the Learning Centre 
Learning Centre needs analysis 

2.30—3.15 Social Programme introduction 
Give out personal timetables and books 

3.15 - Social Programme activity or 
Learning Centre 



3 

STUDENT ID CARDS 
We have given you a 
Languages  In ternat iona l 
Student Identity card. You will 
need to take the card with a 
photo to Reception (Building 27) 
and we will prepare the card for 
you. Show the card when 
buying bus tickets and for 
tickets for activities, and you will 
often get a discount on the 
normal price.  
 
Any student enrolled for twelve 
weeks or more can obtain an 
International Student Card 
(ISIC), which allows discounts 
on airline tickets.  
 
CASH CARD 
If you are staying in New 
Zealand for more than 3 
months, you can get a bank 
account and an EFTPOS card, 
which is safer than carrying 
cash with you. EFTPOS cards 
are widely accepted in New 
Zealand and also at Languages 
International.  
 
VALUABLES AND LOST 
PROPERTY 
If you have anything valuable at 
school, take it with you when 
you leave the classroom. If you 
lose anything, tell Reception. All 
lost property is kept at 
Reception. 

 

GENERAL INFORMATION 

EMERGENCY SERVICES 
We hope that you will have a 
trouble free stay while in New 
Zealand. If you have an 
emergency, please note that the 
emergency number in New 
Zealand is 111.  
111 - Fire 
 - Police 
 - Ambulance 
 
The Languages International 
emergency number is: 
 - 027 475 6226  
This will put you in touch with a 
school representative. Please 
use this for real emergencies 
only.  
 
EMERGENCY ACTION 
In case of fire or other 
emergency,  fo l low your 
teacher‘s instructions & make 
your way our of the building to 
your assembly point. The 
assembly points are: 
 
Building 23—assemble on 
Princes St footpath between 23 
& 27 
Building 27—assemble on 
Princes St footpath between 23 
& 27 
Building 29—assemble on 
Princes St footpath outside 31 
Building 31—assemble on 
Princes St footpath outside 29 
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SCHOOL PLAN 

SCHOOL BUILDINGS 
 
Languages  In ternat iona l                        
Auckland has 5 buildings, (see            
map on back cover).  
 
4 buildings are in Princes 
Street, (building numbers 23, 
27, 29 and 31) and 1 building is 
in Chancery Lane (Chancery 
Chambers), on the other side of 
Albert Park. 
 
Princes Street Buildings: 
23, 27, 29, 31 
 
Chancery Building: 
Level 1, Level 2 
 
 
 
 
 
HOW TO FIND YOUR CLASS 
 
If your classroom is 2311, you 
go to building 23, room 11. 
 
If your classroom is C2.6, you 
go to Chancery Chambers, level 
2, Room 2.6 
 
If your classroom is C1.4, you 
go to Chancery Chambers, level 
1, Room 1.4. 
 

 

BUILDING 23 

BUILDING 27 

BUILDING 29 

BUILDING 31 

CHANCERY 
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STAFF 

Abby McIntyre 
  & 

Julie Johnson 
 

Kate Lee 

(Enrolments Clerk) 
 
 
 

Your teacher 

Director of Studies 
 or Assistant Director of 
 Studies 
 
 

Simon Todd 
 (Activities Coordinator) 

Reception 
 
 

Reception 
 (Please make  
 an appointment) 
 

Nick Moore  
          ( LC Manager) 
  
 

Reception 
 
 

 

Accommodation  
 & 
Student Welfare 
Coordinators 
 
Enrolments/Insurance and 
Payments 
 
 
 
To change a class or course  
 
 
 
 
 
 
 

Social Programme 
 
 
 
 
 

 

Student Advisor   
 
 
 
Learning Centre  
 
 
Other Help  
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INSURANCE 

ACCIDENT INSURANCE 
The Accident Compensation 
Corporation (ACC) provides 
accident insurance for all New 
Zealand citizens, residents and 
temporary visitors to New 
Zealand, but you still may be 
liable for all other medical costs 
and related costs.  
Further information can be 
viewed on the ACC website: 

http://www.acc.co.nz  
 
PAYMENT FOR COURSE 
All course fees* are paid to the 
Enrolments Clerk . To pay, 
please ask at Reception. 
 
PAYMENT FOR HOME STAY 
Most students pay for homestay 
covering the full period of their 
course study at the time of 
enrolment in their home 
Country. 
 
If you wish to extend your 
homestay you must do so at 
least 2 weeks before the end of 
your stay. 
 
Please talk to your homestay 
family and then come and see 
t h e  A c c o m m o d a t i o n 
Department in Building 27. 
Then go to reception to pay 
your fees and ask to see the 
Enrolments Clerk.  
 
* All fees are GST inclusive 
 

 

MEDICAL AND TRAVEL 
INSURANCE 
International students must 
have appropriate and current 
medical and travel insurance 
while studying in New Zealand. 
 
New Zealand law says that you 
cannot start classes without 
proof that you have insurance to 
cover medical costs and loss of 
baggage and personal effects. 
Good insurance policies also 
cover the costs of course 
cancellation due to a medical 
emergency including you or a 
member of your immediate 
family under the age of 70. 
 
You can purchase Medical and 
Travel insurance from the 
schoo l .  Please ask  at 
Reception.  
 
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: 

http://www.moh.govt.nz. 
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FEES & PAYMENTS 

 
 
All payments to our homestay 
families are made through the 
school– homestay families are 
NOT authorized to accept 
money directly from you.  
 
Minimum payment will be 2 
weeks for homestay payments. 
 
ARRIVED EARLY? 
If you arrived earlier than the 
original date you booked your 
homestay from, you must pay 
for the extra nights. Please 
come to reception to do this. 
 
CODE OF PRACTICE 
Languages International has 
agreed to observe and be 
bound by  the ‘Code of Practice 
for the Pastoral Care of 
I n t e r n a t i o n a l  S t u d e n t s ‘ 
published by the Ministry of 
Education. Copies of the code 
are available on request from 
this institution or from the New 
Zealand Ministry of Education 
website at: 
http://www.minedu.govt.nz/
goto/international.  
 
 
 
 
 
 

 
 
PROTECTION OF FEES PAID 
IN ADVANCE:   
Languages  In ternat iona l 
maintains an independent 
Students‘ Trust Fund, which is 
managed by an independent 
Trustee. Funds held by the 
Trustee exceed fees received in 
advance from students. The 
New Zealand Qualifications 
Authority (NZQA) has accepted 
this arrangement as meeting 
requirements of its student fee 
indemnification clause. A copy 
of the Trust Deed can be 
inspected at Reception. 
 
In the most unlikely event that a 
claim needed to be made on the 
Languages  In ternat iona l 
Students Trust the contact  
details are as follows: 
 
Cynthia Hateley 
Bendall and Cant 
7

th
 Floor Southern Cross 

Building 
Cnr High and Victoria St 
Auckland 
 
Telephone 09 3092040 
Facsimile 09 3660326 
 
Email:Cynthia@bendallandcant.
co.nz 
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   ACADEMIC SCHEDULE 

 
change less than in General 
English classes. There are 
Business English morning 
classes at Intermediate and 
above. 
 
English for University (EU) 
classes:  
These are 12 or 13 weeks long; 
students can only join EU 
classes at the beginning of the 
course. There are EU  classes 
at Intermediate and above. 
 
Cambridge Exam classes 
FCE, CAE and CPE:  
These are usually 10 or 12 
weeks long; students can only 
join these classes at the 
beginning of the course. 
Students need to be at Upper-
Intermediate or above for these 
courses. They are full-time 
(morning and afternoon) 
classes. 
 
BEC and PET:  
These are between 7 and 10 
weeks long; students can only 
join these classes at the 
beginning of the course. 
Students need to be at 
Intermediate or above for these 
classes.  

 

Your course at Languages 
International consists of:  

23 hours for full-time 
students, which consists of 20 
hours in the classroom and 3 
teacher-supervised hours in the 
Independent Learning Centre. 

13 hours for part-time 
students, which consists of 10 
hours in the classroom and 3 
teacher-supervised hours in the 
Independent Learning Centre. 
 
General English classes:  
These are 12 or 13 weeks long. 
Students can join General 
English classes on any Monday, 
so class members and class 
sizes change. There are 
classes at 8 levels, from 
Beginners to Post-Advanced. If 
you think the level of your class 
is too high or too low, wait a day 
or two to be sure, then discuss 
it with your teacher. There are 
tests in weeks 4, 8 and 12 to 
help us check your progress. 
From Lower Intermediate level 
and above you can choose an 
Options class every 4 weeks. 
 
English for Business classes:  
These are 12 or 13 weeks long; 
students can only join Business 
English morning classes on 4-
weekly start dates. The class 
members and sizes   



9 

HOLIDAYS & ATTENDANCE  

Student Interviews 
After your first week of school, 
your Student Advisor will have a 
brief interview with you on 
Monday or Tuesday to see how 
you are enjoying your courses 
and make sure you are happy 
with your accommodation. 
 
Holidays 
If you enroll for 24 consecutive 
weeks or more, you may have 4 
weeks holiday during your 
course. 
 
You must apply for this at 
LEAST 2 WORKING WEEKS 
IN ADVANCE. You can pick up 
the holiday application form 
from Reception. You must wait 
for school approval, which takes 
1 to 2 days, before making any 
fixed holiday bookings. 
 
Please ensure your visa and 
insurance covers your holidays. 
 

 

Morning Break 
Tea and coffee are available for 
$1 at 23 Princes Street, 31 
Princes Street and in Chancery 
Level 1. 
 
Sickness 
You must come to school every 
day unless you are sick. If you 
are ill, please make sure you 
telephone the school  (ph 309 
0615).  
 
If you are sick for more than 3 
days, you will need to show a 
doctor‘s certificate to Reception. 
 
Attendance 
Languages  In ternat iona l 
reserves the right to expel any 
student who is persistently 
absent from school. You will be 
given three written warnings. If 
you are expelled, we will not 
refund your fees, you will not 
receive a certificate and we will 
notify the New Zealand 
Immigration Service to cancel 
your student visa. 
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LEARNING CENTRE (LC)  

Hours: Your timetable includes 
two 1½ hour sessions a week in 
the LC. Timetabled sessions 
(Tue-Fri):  
Stream One  10:45-12:15 
Stream Two  2:00-3:30 
Stream Three 9:00-10:30  
 
Please look at your individual 
timetable to find out what your 
LC times are. The LC is also 
open for extra study until 5pm 
Monday to Friday. 
   
Aim:  
At the LC in 23 Princes St, we 
have a wide range of resources 
and many teachers to help you 
develop your English language 
learning. The aims of the LC are 
to help you focus on areas of 
English where you know you 
need more work, to teach you 
how to become an effective, 
autonomous learner, and to 
help you continue to  learn Eng-
lish after you finish your course. 
 
Staff:  
Every week, you will spend 3 
hours in the LC as part of your 
course. During these 3 hours, 
there will be teachers in the LC 
to help you.  

We do not want you to work 
alone in the LC. We want you to 
ask for help or advice from the 
teachers whenever you need to. 
The teachers can explain how 
to use any of the resources in 
the LC, help you to choose the 
best activity for your needs, give 
you advice about your language 
learning and answer your ques-
tions. 
 
Study Advice:  
You can book a 20 minute ap-
pointment with a teacher at any 
time. Ask a teacher in the LC for  
a time. 
 
Resources: 
There are 30 computers in the 
LC for students to use. There is 
a range of language-learning 
software available, on the 
Learning Web & on CD-Rom. 

HINT 
Ask your teacher for a  

meeting to discuss your  
learning needs and develop a 
program specifically for you! 
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LEARNING CENTRE 
(continued) 

 
textbooks that you can use to 
practice. These are especially 
useful for students preparing for 
exams. 
 
Newspapers and magazines: 
You can read something about 
your own interests in English! 
 
R e a d i n g ,  w o r k i n g  a n d 
conversation space:  
There are plenty of places in the 
LC where you can go to do your 
homework, relax and read a 
magazine, or chat to other 
students. 
 
Further study information:  
We have a selection of guides 
for universities and colleges in 
New Zealand. 
 
Conversation Exchange: 
We have a conversation 
exchange group that runs 
Tuesday to Friday. It is for 
students who want to improve 
their speaking. Look on the 
noticeboard in the LC for times.  
 
 

 

DVDs 
You can watch DVD movies on 
the computers or DVD players.  
 
E-mail 
We ask students not to use the 
LC computers for e-mail; 
computers for e-mail are in the 
Student Lounge. 
 
Stereos:  
There are 16 stereos in the LC 
to help you develop your 
listening skills. You can listen to 
tapes, CDs and the radio on 
these machines. 
 
Books:  
We have a large library for 
students to use. There are 
graded readers as well as full-
text books so that students of all 
levels can find something they 
can read. Most of the books can 
be issued so that you can take 
them home to read. 
 
Textbooks:  
We have a range of English 
language-learning 
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HOMESTAY & STUDENT 
RESIDENCE 

HOMESTAY 
 
HOMESTAY ADVICE 
The following is useful          
advice to help make your   
homestay fun for you and  your 
host family: 
 
COMMUNICATE:  
One of the reasons you are in 
New Zealand is to learn 
English, so communicate with 
your host family as much as 
possible about all sorts of 
things. The more you talk, the 
more quickly your English will 
improve. Also, talking to your 
host family will help everyone 
feel more comfortable. 
 
PARTICIPATE:  
Remember: you are living with a 
family, not staying in a hotel, so 
you should participate in normal 
family jobs (cleaning your own 
bedroom, helping with washing 
the dishes etc). 
 
GOING OUT FOR THE 
NIGHT? 
It is very important to phone 
your family to tell them if you 
are not coming home for dinner 
or if you are going to be late so 
they will not worry about you. 

BATHROOM PROCEDURE 
Please talk to the family about 
when is the most convenient 
time (morning or evening) for 
everyone to use it. Please do 
not take long showers (5  to 10 
minutes is normal) as there may 
not be enough hot water for the 
o th e r  f am i l y  m em bers . 
Remember to leave the 
bathroom tidy as you would in 
your own home. 
 
LAUNDRY PROCEDURE 
Speak to your host family about 
the arrangements for washing 
and drying your clothes. 
 
FOOD 
If there is some type of food you 
particularly like or do not like, 
talk to your host family. They 
will obviously try to give you the 
food that you like, remembering 
that they will want you to have a 
mixed and healthy diet. Feel 
free to buy special foods that 
you prefer to eat. 
 
TELEPHONE  
Please speak to your host 
family about using these in the 
home. It is cheaper to use 
International Calling Cards to 
phone overseas.  

CHANGING ADDRESS? 
 

If you change your address at 
any time while enrolled at the 

school, you are required by law to 
advise us of your new address. 

Please go to Reception to give us 

your new address. 

ACCOMMODATION  
GUARANTEE 

All accommodation recom-
mended by Languages Interna-
tional has been assessed by us 
as suitable for international stu-
dents.  
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HOMESTAY & STUDENT 
RESIDENCE 

WANT TO LEAVE? 
If you wish to change or leave 
your Homestay, you must tell 
y o u r  f a m i l y  a n d  t h e 
Accommodation Co-ordinators 
at least 2 weeks in advance. 
The school will refund any pre-
paid fees after the 2 week 
notification period. 
 
STUDENT RESIDENCE 
 

LAUNDRY: At Empire your 
linen have been supplied and 
these are changed weekly. At 
Unilodge linen and towels have 
been supplied but you need to 
wash them yourself. There is a 
laundry room, where you can 
use NZ$1 coins for the washers 
& driers.  
 
CLEANING: I t  is  your 
responsibility to keep your 
apartment clean. If you will 
share your apartment with other 
students, it is very important to 
keep both your room and the 
communal areas clean. Student 
residence provides cleaning 
equipment that you can borrow 
from the reception. You also 
need to empty your own rubbish 
into the rubbish bins on the 
ground floor.  
 

 

 

INTERNET 
Internet is relatively expensive 
in New Zealand and most 
families have a limit for monthly 
usage. Please speak to the host 
family about the internet and be 
respectful with how much you 
use the internet.  
 

PLEASE DO NOT: 

Smoke in the home; 

Use drugs/alcohol; 

Leave the heater or 
electric  blanket on in 
your bedroom while 
asleep or not in your 
room; 

Make long-distance calls 
or calls to mobile phones 
without asking; 

Bring fr iends home 
without asking your host 
family; 

Take anything without 
asking first. 

 
WANT TO EXTEND? 
If you wish to continue your 
stay, please: 
1) A s k  t h e  f a m i l y ‘ s 

p e r m i s s i o n  ( i f  i n 
Homestay) 

2) Tell the Accommodation 
Co-ordinators that you 
are intending to stay; 

3) Go to Reception to pay 
fees. 

4) Please pay on time        
(2 weeks in advance) in 
blocks of 4 weeks 
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SOCIAL PROGRAMME 

AUCKLAND VISITOR 
INFORMATION CENTRE 
Another good place to find out 
about what‘s happening in 
Auckland is the Auckland Visitor 
Information Centre in the Sky 
City complex on Victoria Street 
(the red building by the Sky 
Tower). 
 
WEEKEND TRIPS 
KIWIANA TOURS 
If you wish to participate in one 
of the weekend activities with 
Kiwiana, you need to book and 
pay direct to Kiwiana Tours. 
You can find them in the café in 
building 23 on Mondays and 
Wednesdays from 12:15 to 
1.45. 
 
 

 

SOCIAL PROGRAMME 
The Soc ia l  Programm e 
coordinator organizes social, 
cultural and sporting activities 
for students after school and 
during the week.  
 
WHERE TO FIND ACTIVITIES 
A list of the activities for the 
week is placed on the 
noticeboard in Building 27 
and in every classroom on 
Monday morning. All activities 
are also posted on the 
computers in the LC. 
 
PAYMENT AND BOOKING OF 
ACTIVITIES 
Some of the activities are free 
and others need to be paid for. 
Some of the activities are very 
popular, so it is important to 
book at Reception (building 
27) as early as possible to avoid 
disappointment. You can also 
book  on l ine us ing  the 
computers in the LC, but you 
need to pay at reception. 
 
OTHER ACTIVITIES 
By the student mail in Building 
27, there are also plenty of 
information brochures on things 
to see and do in Auckland. 
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COMMUNICATIONS 

FAXES 
You can have letters and short, 
URGENT faxes sent to you at 
the school. These will be deliv-
ered in the student mail boxes 
outside reception. However, for 
reasons of privacy, you might 
prefer to have your letters sent 
to your accommodation ad-
dress. You can also send faxes 
from most NZ Post shops.   
 
POST OFFICES 
The closest post office is the 
main post office on Shortland 
Street. There is also a small 
post office inside the Pharmacy 
at the Auckland University. 
 
EMAILS 
You can send and receive 
emails from the student lounge 
in 23 Princes Street. This is  
open from 8:00 am to 5:00 pm 
Monday to Friday 
 
MOBILE / CELL PHONES 
You can get a pre-paid GSM 
mobile card from Vodafone, or 
2° (Two Degrees) Mobile which 
will give you a NZ phone num-
ber. 
 
New Zealand mobile numbers 
start with 02-. 

PHONE CALLS WITHIN 
AUCKLAND 
Local phone calls (in the greater 
Auckland area) made from your 
homestay family‘s phone are 
free. Telecom payphones are 
found in most busy public 
places and all of them accept  
chip Phone Cards and also 
accept Credit Cards - just insert 
and call. And if you want to 
make a call using coins, just 
look out for a booth that shows 
the word "Coin". 
 
NATIONAL CALLS 
Calls to other parts of New 
Zealand, mobile phones and 
overseas cost money, so please 
check with your homestay 
family before using the phone. 
 
INTERNATIONAL PHONE 
CALLS 
You can get a phone card for 
making long-distance phone 
calls from public phone boxes 
or domestic phones at much 
cheaper rates than NZ telecom. 
Often you will see these phone 
cards advertised in the same 
shops that advertise internet 
and email services. They are 
sold in most convenience 
stores. 
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TRAVEL IN AUCKLAND 
for more information on transport call  
366 6400 or  go to www.maxx.co.nz 

WHICH MONTHLY PASS? 
Most of our homestay families 
are within two zones. You can 
speak with your homestay 
family about which type of ticket 
is the best deal for you or you 
can  refer to the Maxx website 
at: 
 
http://www.maxx.co.nz/home/
_pricing_passes.html 
 
NORTHCOTE/BIRKENHEAD 
BUSES AND FERRIES 
If you live in Northcote or 
Birkenhead, the bus fares are 
different from the rest of the 
Stagecoach system. There are 
also ferry services to the city 
from Devonport, Birkenhead 
and Bayswater. 
 
BUS HOURS 
Buses and ferries operate until 
about 23:00 depending on the 
route.  
 

 

 

PUBLIC TRANSPORT 
Public transport in Auckland is 
mainly by bus, although there 
are some commuter trains and 
regular ferries from the North 
Shore and islands in the 
Hauraki Gulf. 
 
SINGLE BUS TICKETS 
Single bus tickets can be 
purchased on the bus, but you 
need to have small change. You 
can also recharge your pass on 
the bus. 
 
10-RIDE PASSES 
If you are in New Zealand for 
less than a month, the cheapest 
solution for travelling by bus is 
to buy a 10-trip ticket or a 
weekly pass.  
 
MONTHLY BUS PASSES 
The best solution for bus travel 
is to buy a monthly bus pass. 
You can buy bus tickets and 
passes from the ‗Stagecoach 
Bus Office‘ at Auckland 
University campus. This is near 
the main cafeteria, on the 
corner under the stairs & from 
shops around Auck land 
displaying the Stagecoach sign. 

CHEAPER PRICES! 
With the Maxx sticker on your 
Languages International ID 
card you can get a tertiary 
student discount of up to 40% 
on selected passes (e.g. 10-
trip pass) when you buy from 
an appropriate ticket agent.  
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ROAD SAFETY & HEALTH 
ADVICE 

HEALTH 
NEED TO SEE A DOCTOR? 
If you need any type of health 
advice, you should contact a 
General Practitioner (GP). A GP 
is a qualified doctor who can 
advise on all health-related 
matters including personal 
health, mental health, drug-
related education and problem 
gambling. A GP is also able to 
give advice on sexual and 
reproductive health services.  
In Auckland‘s downtown we 
recommend: 
 City Med 
 Albert St 
 Ph: 377-5525 
Doctors at City Med speak a 
number of languages. 
 
NEED TO SEE A DENTIST? 
The closest dentist to 
Languages International is: 
 Proud Mouth Dentist 
 85 Albert St 
 Ph: 373-4962 
OTHER USEFUL HEALTH 
CONTACT DETAILS: 
Family Planning Association 
www.fpanz.org.nz 
 
Mental Health Commission 
www.mhc.govt.nz 
 
Problem Gambling Foundation 
www.pgfnz.co.nz 
 
Citizens Advice Bureaux 
Language Link : 625 3090  
(Help is available in most 
languages) 

NZ ROAD RULES 
Visitors to New Zealand should 
take some time to become 
familiar with road traffic signs 
and pedestrian safety rules. A 
CD called Pedestrian Road 
Safety is available in the 
Learning Centre Library.  
 
TO CROSS THE STREET  
Look right, then left, then right 
again when crossing the road. 
 
DRIVING IN NZ 
If you have a current overseas 
driving licence or a current 
international driving permit, you 
can drive for 12 months after 
you first arrive in New Zealand. 
After 12 months you must apply 
for a New Zealand Driver 
Licence. Everyone travelling in 
a car must wear safety belts at 
all times. 
If you have a driving accident, 
exchange address details with 
the other driver. If someone is 
injured, the accident must be 
reported to the police. In an 
emergency dial 111. 
 
CAR INSURANCE 
Car insurance is very important. 
If you have an accident and are 
at fault you will be liable for the 
costs of the other person‘s car 
as well as your own. Check with 
reception for information. 
 



18 

 

VISAS 

DOCUMENTS REQUIRED BY 
IMMIGRATION 
For VISA purposes the following 
documents are required at 
Immigration: 
 

Certificate of Enrolment 
(given after payment of fees) 

 

Receipt  
 

Passport 
 

Passport size photo 
 

Bank balance (evidence of 
funds) 

 

Return ticket home 
 

If you are extending your 
student visa you may need a 
letter of attendance from our  
Reception. 

 

You may need proof of your 
accommodation. If this has 
been organized by us, 
please ask for a letter from 
the accommodation staff. 

X-ray or Full medical may be 
required.   

 

NEED SOME HELP WITH 
YOUR VISA? 
Reception can help you with 
general enquiries relating to 
your New Zealand visa/permit  if 
you wish to extend your study 
with Languages International.  
 
WANT TO EXTEND YOUR 
VISA? 
If you study full-time for more 
than 3 months, you must apply 
for a Student Visa. You will 
need to put your application 
form in the ‘drop box‘ at NZ 
Immigration. They will be 
returned to you in approximately 
30 working days.  

 
Citizens Advice Bureaux can 
also help you with immigration 
issues and other free 
information for International 
students. 
 
Level 3, 520 Queen Street 
           Auckland  
 
Language Link : 625 3090  
(Help is available in most 
languages) 

NEW ZEALAND  
IMMIGRATION SERVICES 

(NZIS) 
 

Level 4, 280 Queen Street  
Auckland 

Ph: 914 4100 
 

www.immigration.govt.nz 
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COMPLAINTS 

 

DO YOU HAVE A COMPLAINT? 
(1) We do our best to make sure that students enjoy their stay 
with us. However, if you have a problem, you should first talk to a 
student advisor or one of the following staff depending on the 
area of your concern: 
 

(2) If you are not satisfied by the response you get, please put 
your complaint in writing to: 
    The Chief Executive 
    Languages International 
    27 Princes Street 
    Auckland City 

 

(3) If you are still unhappy you may write to one of the following 
government agencies: 

Academic &  
changing class 
 
 
 
 
Accommodation  
 & 
Student Welfare 
 
 
 

Enrolments 
 
 
 

Social Programme 
 
 

Other Issues 

Your teacher 

Director of Studies 
 or Assistant Director  
 of Studies 

Abby McIntyre 
  & 

Julie Johnson 
 
 

Kate Lee 
 

Simon Todd 
 

Ask at reception 

IEAA 
Tribunals Unit, 
Level 1, 86 Custom HouseQuay, 
Private Bag 32001, 
Panama Street, 
Wellington, 
New Zealand. 
Phone: + 64 4 462 6660 
Fax: + 64 4 462 6686 
Email: ieaa@justice.govt.nz 
Website: www.minedu.govt.nz 

NZQA 
P.O. Box 160 
Wellington 
New Zealand 
Tel: 0800 697 296 
Fax:(04)4633112 
email:helpdesk@nzqa.govt.nz 
www.nzqa.govt.nz 

 

or 
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Problem? 

Feeling calm? 

Not feeling 
calm? 

1. Talk to the staff mem-
ber yourself. You can 
bring a friend or family 

member to support you. 

Talk to the student  
advisor 

2. Talk to the Supervisor 
or Manager of the staff 
member you have just 

talked with. You can ask 
the student advisor to 

support you. 

Talk to the student  
advisor 

Problem  
solved 

Problem  
solved 

Problem  
not solved 

Problem  
not solved 

3. Prepare a complaint in 
writing. You can ask a  
student advisor to help. 

The Chief Executive will 
investigate the complaint 
and respond to you imme-
diately after the investiga-
tion is complete. 

Send your complaint in 
writing to the Chief Ex-
ecutive. You can ask a 
student advisor to help. 

If you have completed the above 
steps with an unsatisfactory result, 
you can contact these agencies: 

International Education  
Appeal Authority (IEAA),   

Private Bag 32001, 
Panama Street, 
Wellington, 

NZQA 
P.O. Box 160 
Wellington 
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CODE OF PRACTICE 

Summary Code of Practice for the Pastoral Care 
of International Students 

 
INTRODUCTION 
When students from other countries come to study in New 
Zealand, it is important that those students are well informed, 
safe, and properly cared for. 
New Zealand educational providers have an important 
responsibility for international students‘ welfare.  
This pamphlet 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 provides a framework for service 
delivery by educational providers and their agents to international 
students.  The Code sets out the minimum standards of advice 
and care that are expected of educational providers with respect 
to international students. The Code applies to pastoral care and 
provision of information only, and not to academic standards. 
 
WHO DOES THE CODE APPLY TO? 
The Code applies to all education providers in New Zealand with 
international students enrolled. The Code is mandatory to these 
providers and must be signed by them.   
  
WHAT IS AN “INTERNATIONAL STUDENT”? 
An ―international student‖ is a foreign student studying in New 
Zealand. 
 
HOW CAN I GET A COPY OF THE CODE? 
You can request a copy of the Code from your New Zealand 
education provider. The Code is also available online in many 
languages from www.minedu.govt.nz/goto/international. 
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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 Code. This is available online from 
www.minedu.govt.nz/goto/international. 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 DO I DO IF SOMETHING GOES WRONG? 
If you have concerns about your treatment by your education 
provider or by an agent of the provider, the first thing you must 
do is contact the principal, the international student director, or 
another person who has been identified to you as someone that 
you can approach about complaints at your institution.  The 
Code requires all institutions to have fair and equitable internal 
grievance procedures for students and you need to go through 
these internal processes before you can take the complaint any 
further. 
 
If your concerns are not resolved by the internal grievance 
procedures, you can contact the International Education Appeal 
Authority (IEAA). 
 
WHAT IS THE INTERNATIONAL EDUCATION APPEAL 
AUTHORITY (IEAA)? 
The IEAA is an independent body established to deal with 
complaints from international students about pastoral care 
aspects of advice and services received from their education 
provider or the provider‘s agents.  The IEAA enforces the 
standards in the Code of Practice.  
 
 
 
 
 
 

CODE OF PRACTICE 

(continued) 
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HOW DO I CONTACT THE IEAA? 
You can write to the IEAA at:  
 

IEAA 
Tribunals Unit, 
Level 1, 86 Custom House Quay, 
Private Bag 32001, 
Panama Street, 
Wellington, 
New Zealand. 
  
WHAT WILL THE IEAA DO? 
The purpose of the IEAA is to adjudicate on complaints from 
international students.  The IEAA will investigate complaints and 
determine if there has been a breach of the Code.  The IEAA 
has the power to impose sanctions on education providers who 
have committed a breach of the Code that is not a serious 
breach.  These sanctions include an order for restitution, 
publication of the breach, and / or requiring that remedial action 
be undertaken. 
The IEAA will refer complaints that are not about pastoral care 
to another regulatory body if appropriate. 
The education provider will be given a reasonable time to 
remedy the breach.  If the breach is not remedied within that 
time, the IEAA may refer the complaint to the Review Panel. 
The IEAA can determine if it considers that a breach of the Code 
is a serious breach.  If the breach is a serious breach, the IEAA 
will refer the complaint to the Review Panel.  
 
WHAT CAN THE REVIEW PANEL DO? 
The Review Panel can remove or suspend an education 
provider as a signatory to the Code, meaning that the provider 
would be prevented from taking any more international students.  
Only the IEAA can refer complaints to the Review Panel. 
 
 
A SUMMARY OF THE CODE OF PRACTICE FOR THE 
PASTORAL CARE OF INTERNATIONAL STUDENTS 

CODE OF PRACTICE 

(continued) 

 

Phone: + 64 4 462 6660 
Fax: + 64 4 462 6686 
Email: ieaa@justice.govt.nz 
Website: 
www.minedu.govt.nz 
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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 up-to-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 

 
Full details of what is covered can be found in the Code itself. 
 
The Code also establishes the IEAA and the Review Panel to 
receive and adjudicate on student complaints. 

CODE OF PRACTICE 

(continued) 
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CONDITIONS  
OF ENROLMENT 

Application and payment of fees 
 
1.1  The student (‗you‘) must apply to take a course of study at Languages 

International (‗the school‘, ‗we‘) on the official Application for Enrolment 
issued by the school or in another format that has previously been accepted 
by the school. 

1.1.1 The Application can be submitted on your behalf by a language travel 
consultant. Any such consultant is deemed an agent of you, the student, 
and a retailer of our school services. 

1.1.2 To show acceptance of an Application, we will issue an Offer of Place 
showing details of the offered course and fees. If this Offer is not accepted, 
adjusted or declined by you or your agent within 12 weeks of the Offer date, 
we will consider the Offer to have expired. Any subsequent Application will 
be considered a completely new Application. 

1.1.3 The student must sign his or her name on the Application or its substitute, to 
show that he or she has read, understood and accepted these Conditions. If 
necessary, the signature must be written in Latin script as well as in the 
original. 

1.2 You must pay in full in advance for the period of study requested on the 
Application for Enrolment. 

1.2.1 All fees are calculated in complete weeks, and study for any portion of a 
week is counted as a full week. No compensation is given for public 
holidays, when the school is closed. 

 
Cancellation and refunds  
 (In this document „course‟ means your full programme of 

study not the individual components of study) 
 
2.1  If you cancel for any reason one working day or more before your course 

start date, we will refund all payments made for weekly tuition. We do not 
refund the registration and accommodation placement fees. If less than 2 
weeks‘ notice is given, we will retain up to 2 weeks‘ accommodation 
payments. All refunds are made in NZ$. The school is not responsible for 
any changes in the value of currencies or for students‘ bank fees. 

2.1.1 No refunds of TUITION payments will be given on re-enrolment bookings. 
 

2.2  After your course has started: 
 
2.2.1 If your course is up to 4 weeks and you cancel in the first 2 days, we refund 

50% of any tuition and registration fees paid. 
2.2.2 If your course is 5 weeks or more and you cancel in the first 5 days, we 

refund 75% of any tuition and registration fees paid. 
2.2.3 If your course is 13 weeks or more and you cancel in the first 8 days, we 

refund your tuition and registration fees less 10% or $500, whichever is the 
lesser. 

2.3  Where payment is received from a language travel consultant, we will pay 
the refund to that consultancy. Any accommodation payment received by us 
can be refunded directly to you or to your agent. 

2.4  After your agreed course start date, we do not refund your tuition fees or 
change your course finishing date if you: 

 Å arrive late for your course without notifying the school; 
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 Å leave before your course is finished; or  
 Å take time off during your course, except under our leave policy 
 (below).  
 You cannot convert your paid full-time course into an extended parttime 

course to the same value. Unused weeks of study cannot be transferred 
to another student. 

2.5  To be eligible for a refund under any of the above conditions, if you hold a 
student permit, you must give us proof that your permit for study at 
Languages International has been cancelled or changed to another 
institution. 

2.6  If you wish to leave Languages International to attend a mainstream 
tertiary course (not an English language course) or foundation course, 
AND have achieved at least 5.5 overall in the IELTS test (with no score 
lower than 5), we will refund your fees from the start date of your new 
course if you do the following: 

 Å first show us the offer of place for the institution you wish to attend for us 
to approve before you enrol in the new course; then 

 Å if we approve the course, show us the original enrolment certificate and 
original fees receipt from the institution; and 

 Å show us your new student permit for the institution. 

 
 Leave Policy 
 
3.1  You may take up to 4 weeks‘ leave during your course for every 24 

consecutive weeks of enrolment. 
3.1.1 If you take leave, the finish date shown on your Certificate of Enrolment will 

be changed accordingly. It is your responsibility to check that the expiry 
dates of your student permit and your insurance are later than your 
revised finish date, and to take appropriate action if necessary 

3.1.2 If you withdraw from your course before completing 24 weeks, you give up 
the right to any weeks of leave already taken. 

3.1.3 You must complete a Leave Application form and submit it at the school‘s 
Reception at least 2 weeks before you want to start your leave.   

 Leave must be taken in whole weeks, Monday to Friday. 
3.1.4 Accommodation during leave weeks is not charged when you book your 

course. For homestay payments while you are on leave, please see 
section 4.2 below. 

3.1.5 Students whose current attendance is less than 80% may not be allowed 
to take leave. 

  
Accommodation 
 
4.1  The conditions in this section apply only to homestay accommodation 

arranged by Languages International. 
4.1.1 We will refund pre-paid weeks of homestay accommodation if you find 

other accommodation. However, you must give the school and the 
homestay host two weeks‘ notice of your intention to leave the prepaid 
homestay or pay the cost of up to two weeks‘ homestay. 

4.1.2 You must pay the school a weekly homestay retainer fee if you temporarily 
leave your homestay (optional leave as in section 3, or during the annual 
Christmas break) and want to return to that homestay. You must tell the 

CONDITIONS  
OF ENROLMENT  
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school and the homestay host about this at least 2 weeks before you 
intend to start your leave. If you stay in  your homestay for any part of a 
week‘s leave or break, you must pay the full weekly fee for that week. 

4.2  Conditions for student residence accommodation vary according to the 
 accommodation provider. We will supply specific conditions, including 
 refund conditions, on application. 
4.3  If you want to change or extend your stay in accommodation that 

Languages International has arranged for you, you cannot make a private 
arrangement with your homestay host or accommodation provider. You 
will also have to pay all additional costs resulting from any changes or 
extensions that you ask for before we can confirm them. 

4.4  You authorise Languages International to act on your behalf to arrange and 
administer accommodation with persons supplying suitable 
accommodation in accordance with the preferences set out in your 
Application for Enrolment. 

 

Attendance and behaviour 
 
5.1 You are expected to attend all lessons and follow the rules of behavior 
 explained in the School Rules, on the last page of your Student 
 Handbook or on our website at www.languages.ac.nz/SchoolRules. 
 You must also comply with the conditions of your permit or visa to stay 
 in New Zealand. 
5.2 Languages International reserves the right to expel any student who 
 breaks NZ law or the School Rules. If you are persistently absent from 
 school without a valid reason, we will begin a process of warnings 
 that could lead to your expulsion. Languages International will not 
 refund fees in the case of expulsion, and will notify the NZ Immigration 
 Service that the expelled student‘s student permit is no longer valid. 
 Expulsion decisions are made by the Director of Studies. Students have 
 the right to appeal to the Chief Executive. 
5.3 If you are continuously absent for a period of 3 weeks (15 school days) 
 and we are unable to deliver official warnings to you in written or 
 spoken form, Languages International reserves the right to expel you 
 without refund of fees and to notify the NZ Immigration Service that 
 your student permit is no longer valid. After expulsion, you have the 
 right to appeal to the Chief Executive. 

 
Liability 
 
6.1 Medical and Travel Insurance are required by law. It is your 
 responsibility to ensure that you have adequate medical and travel 
 Insurance to cover personal belongings, sickness, repatriation and 

 loss of course fees if you need to shorten your course due to illness of 
 yourself or a close family member. We are happy to arrange insurance 
 for you if you request it on the Application for Enrolment. The school 
 cannot be held responsible for any sickness, injury, damage or loss 
 incurred within the school or on school activities or tours, or in your 
 place of accommodation. You will be asked to sign a form releasing the 
 school from all such liability on your first day at the school. 
 

CONDITIONS  
OF ENROLMENT  
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6.2 Languages International shall not be liable if the services we state we 
 offer cannot be provided for reasons beyond our control. 
 

Translations 
 
7.1 You accept that any translations of Languages International school 
 information or conditions are provided for your convenience 
 only. Where there is a difference in meaning or interpretation in 
 any translations of Languages International school information or 
 conditions, the most recent English language version shall apply. 
 

 
TO ENSURE YOU HAVE THE MOST RECENT VERSION OF OUR 
     CONDITIONS OF ENROLMENT, REFER TO OUR WEBSITE: 
       www.languages.ac.nz/conditions 
 
 
Å Code of Practice: Languages International has agreed to observe and 
be bound by the ñCode of Practice for the Pastoral Care of International 
Studentsò published by the Minister of Education. Copies of the Code are 
available on request from this institution or from the New Zealand Ministry 
of Education website at http://www.minedu.govt.nz/educationSectors/ 
InternationalEducation.aspx. 
 
Å Immigration: Full details of visa and permit requirements, advice on rights 
to employment in New Zealand while studying and reporting requirements 
are available through the New Zealand Immigration Service, and can be 
viewed on their website at http://www.immigration.govt.nz. 
 
Please sign the declaration on the Application that you have accepted 
these conditions. We look forward to receiving your enrolment. 

CONDITIONS  
OF ENROLMENT  
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NO ALCOHOL OR DRUGS ON 
SCHOOL PREMISES 
Students have to follow New 
Zealand‘s drug and alcohol laws. 
 
 

RESPECT ALL SCHOOL 
PROPERTY AND FACILITIES 
Please remember to use our 
computers and email facilities 
appropriately. 

 
L a n g u a g e s  I n t e r n a t i o n a l 
reserves the right to expel 
without prior warning any student 
who beaks New Zealand law. 
 
I f  yo u  exper i ence  an y 
harassment or discrimination 
while at languages International, 
please report this to your teacher 
or reception. 
 

 

SCHOOL RULES   
 

 

SCHOOL RULES 
Students who break any of these 
rules will be given at lest 1 verbal 
and 1 written warning. If the 
behaviour continues, the student 
will be expelled. 
 
 

TREAT ALL STUDENTS AND 
STAFF WITH RESPECT 
This includes respecting the 
rights, space and privacy of others 
(both other students and staff). 
   
 

ARRIVE TO CLASS ON TIME 
Attend all classes unless you 
contact the school and explain 
your absence. 
 
 

IF YOU SMOKE 
Plese remember that you can only 
smoke at the back of building 
23. Please remember that it is not 
ok to drop your cigarette butts on 
the ground. Please put your 
cigarette butts in the boxes 
outside the buildings. 
 
 

. 
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DEPARTURE 

 

 
 
  

DEPARTURE 
Please tell your host family the 
details of your departure from 
New Zealand. It is also a good 
idea to give them your home 
address so that they can for-
ward any mail that arrives for 
you. 
 
 

GETTING TO THE AIRPORT 
The main ways are: 
Taxi (most expensive) 
(09) 303 5252 
Airbus (cheapest) 
0508 247 287 
www.airbus.co.nz 
Airport Shuttle 
0800 748885 
www.supershuttle.co.nz 
 
 
 

 

EXCESS BAGGAGE 
Excess baggage is expensive! 
Students who have done lots 
of shopping will find it costs 
less to send extra baggage 
home before they leave, rather 
than pay high excess rates at 
the airport. See reception for 
help with this. 
 
 

GOOD LUCK! 
All the staff at Languages In-
ternational hope that you will 
enjoy your stay in New Zea-
land and gain from making 
many new friends. 
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NOTES 


