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MISSION MOTTO VISION VALUES

Crown’s Motto

We Care. We Train. We Connect.

Crown’s Mission

Unlocking potential through an inclusive, supportive and respectful learning environment.

Crown’s Vision

To be the preferred tertiary provider that develops agile, passionate and resilient industry
professionals.

Crown’s Values

Crown’s business operates upon four core values: Fairness, Responsibility, Transparency,
and Integrity

1. Fairness: Crown seek always to be fair, even handed, and free from bias in our
choices and conduct, and in the delivery of our responsibilities

2. Responsibility: Staff take seriously their responsibility for training and resourcing
Learners. Learners take responsibility for completing and gaining programme
qualifications. Graduates take responsibility for securing their own good futures

3. Transparency: Transparency in the delivery of responsibilities activates confidence
that students and stakeholders can have in Crown’s decision-making processes.
Crown seeks always to be clear in its meanings and intentional in its expressions

4. Integrity: Our business is founded upon moral and ethical principles where
truthfulness, frankness and sincerity are prized

STARTING WITH THE BEST OUTCOME IN MIND

Research findings confirm students who succeed in tertiary studies and achieve their dreams
are those whose motivation, goals and beliefs are strong enough to overcome obstacles. Our
overarching purpose is to help you graduate from your programme having developed self-
discipline, critical thinking skills, and gained knowledge that is important to the travel, tourism
and hospitality sectors.
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GRADUATION

Graduation is the pinnacle for eligible students and their families. This happy annual event
celebrates and showcases students’ achievements.

Graduation
When you become eligible to graduate we will email you. You have four options:

1. In person: You can receive your certificate or diploma in the formal graduation
ceremony

2. Collection: You can collect your certificate or diploma from Crown

3. Proxy: Someone else can receive your certificate or diploma on your behalf either at

the ceremony or from Crown
4. Post: We can post your certificate or diploma to you via standard mail approximately
two weeks after the ceremony.

Graduation Ceremony
There is one graduation ceremony each year, normally held in August.

The ceremony is a very important marker therefore graduands should dress fittingly as the
high occasion demands. An official photograph will be taken of you as you receive your
certificate or diploma.

Graduands can invite two guests free of charge. Additional guests are charged $15 person.
Tickets can be purchased from Student Help Centre at Level 3.
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TERM DATES AND HOLIDAYS

All term dates and holidays are correct at the time of printing. If term or holiday dates
change, you will be advised in advance.

Table 1: Terms and Term Holiday Break Dates

Term 1: Mon 03 February to Fri 09 April 2020
Holiday break: 10-27 April 2020
Term 2: Tue 28 April to Fri 03 July 2020
Holiday break: 06 July — 17 July 2020
Term 3: Mon 20 July to Fri 25 September 2020
Holiday break: 28 September —09 October 2020
Term 4: Mon 12 October to Fri 18 December 2020

Holiday break: 21 December 2020 — 29 January 2021

Table 2: Public Holidays and School Closure Dates

Mon 27 January 2020 Auckland Anniversary Day
Thu 06 February 2020 Waitangi Day observed

Fri 10 April 2020 Good Friday

Mon 13 April 2020 Easter Monday

Sat 25 April 2020 (observed Mon 27 April) ANZAC Day

Mon 01 June 2020 Queen’s Birthday observed
Mon 26 October 2020 Labour Day

Fri 25 Dec 2020 to Mon 04 Jan 2021 gggiig’ijmas/New Year Holiday
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Table 3: Programme Timetables

Tourism and Travel Levels 3 & 4
Monday - Friday

9.00am to 1.20pm OR 1.30pm to 5.30pm
Small Business Level 3

Monday - Friday

9.00am to 1.20pm

Food and Beverage Level 3

Monday - Thursday

9.00am to 2.30pm

Friday is directed self-study

Tourism & Hospitality Level 5

Monday - Thursday

9.00 am to 4.20 pm, Monday to Thursday
Friday is directed self-study

ORIENTATION

Orientation takes place on the first Monday of each term. All students, new and current,
and staff participate in this fun, informative event.

At orientation, besides the fun stuff, you will learn which class and room you are in, and
your tutor. For your protection we will brief you on important policies and procedures
contained in this handbook such as cancellations/withdrawals and refunds; and what you
need to do if you have a complaint.

STARTING WELL AT CROWN

Once you have enrolled at Crown you will be emailed three very important pieces of
information:

=  Your own Crown email address
=  Your own Wisenet login
=  Your own Moodle login

(1) To start off well, we will email you at your personal email address with instructions in
how to log into Office 365 https://www.office.com/ using your new Crown email
address and password. If you don’t have a personal email address we will create one
for you.

(2) Following this step, you will then be able to access and change your personal details in
our online student management system. https://learner.wisenet.co/CRW

(3) The third important step will give you access into Moodle, our online learning
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management system.

STUDENT DRESS CODE

The dress code policy is smart-casual. When you’re at Crown if we can see up it, down it or
through it we don’t want to see you in it. You must dress respectably.

While current styles suggest a range of suitable work attire we endorse an image that
projects professionalism, competence, and customer service-orientation. When you go
offsite for industry visits or we have industry leaders visit us onsite at Crown you will be
asked by your tutor to dress in suitable business clothing so you make a positive first
expression and leave a good lasting impression!

Please exercise high personal hygiene standards. Good grooming and excellent personal
presentation show the world that you have a winning attitude.

PERSONAL ELECTRONICDEVICES

You are welcome to bring your own laptop, tablet, or chromebook to use in class. Please do
not leave it unattended at any time. Crown will not be held responsible for personal
electronic devices going missing or being damaged.

If you don’t have a suitable device to do your assessments on, Crown can loan a
Chromebook to you. The Chromebook will be yours to use for the duration of your studies
at Crown, and must be returned on the last day of studies. If you need a Chromebook,
please ask your tutor or one of the staff at Student Help Centre on Level 3.

Crown-owned Chromebooks must NOT be used to download or browse objectionable or
pornographic material, games, music videos/audio or movie files

ATTENDANCE POLICY AND PROCEDURES

High attendance, along with great tutors, has the greatest influence on student
achievement. Low attendance drastically hinders students’ progress.

To encourage high achievement daily attendance is monitored and noted in all classes. Only
in a justifiable absence (justified by your tutor) will you be marked ‘on approved leave’.

A justifiable absence! is either your personal illness, or the death of a close family
member, or a personal court appearance. In such cases, you should provide a medical
certificate (if sick for more than two days), or a copy of the funeral programme, or official
court papers. Remember we are helping you to prepare to become a good employee; these
are some of the measures a lawful employer will use.
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Unjustifiable absence is anything that is not a justifiable absence? as defined above. If you
are going to be absent from school you should text either your tutor’s mobile (if s/he gives it
to you) or student services’ mobile 022 043 3573 or email info@crown.ac.nz or phone 0800
357 316. Give your first name and surname, your tutor’s name, and the reason you won’t
be coming to school.

The following punitive steps apply to students who are unjustifiably absent:

1. Astudent who is unjustifiably absent from class for three consecutive days will be
emailed a FIRST WARNING LETTER.

2. The second time a student is unjustifiably absent from class for three consecutive
days a SECOND WARNING LETTER will be emailed. If the student is benefitting from
a student allowance this may be stopped.

3. The third time a student is unjustifiably absent from class for three consecutive days
a THIRD WARNING LETTER will be emailed.

4. After three warning letters, if the student has unjustifiable absences of seven
consecutive days the student may be EXPELLED.

Important note to international students: If you are on a student visa the conditions of
your visa require you to attend 100% of your classes. If you are unjustifiably absent for
more than seven consecutive days Crown is obliged to notify Immigration New Zealand.
This may lead to your visa being terminated.

PUNCTUALITY

Punctuality is a critical component of paid employment therefore you need to cultivate an
excellent record of the same here at Crown. When you attend job interviews you may be
asked what your commitment to time keeping is like. You want to be able to truthfully answer
that your time keeping standards are excellent.

If you know you are going to be late, text Student Help Centre on 022 043 3573 or email
info@crown.ac.nz or telephone 0800 357 316 prior to the start of class — state your full name
and your tutor's name, and leave a message.
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ASSESSMENTS

All student assessments are marked using the following codes:

Table 4: Competency code

A
Excellent
Merit

NA
RPL

RCC
DNS

Achieved

Achieved with Excellence
Achieved with Merit

Not yet achieved

Record of prior learning (outside of Crown Institute)

Recognition of current competencies

Did not sit

Table 5: Grade code

Grade
A+

A

A-

B+

B

B-

C+

C

C-

Score

90-100% D
85-89% F
80-84%

75-79% DNS
70-74% w
65-69% EX
60-64%

55-59%

50-54%

Table 6: Work Placement code

P
FP

Passed Placement
Failed Placement

Specified fail
Unspecified fail

Did not Sit
Withdrawn
Exemption

At the start of each programme module or unit your tutor will let you know what assessments
you will need to complete and the date when each is due. Your assessments will involve
written tests/exams (open or closed book), as well as assignments, projects, presentations,
demonstrations, and role-plays, all of which may be individual or group work.

Assessments must be submitted through Crown Moodle e-learning platform as a soft copy. In
certain circumstances, assessments can be handed-in as a hard copy. These, however, must
be written in blue or black ink (or word-processed where specified). Assessments written in
pencil, red or green ink will not be marked.

All assessments submitted on time will be marked and returned to you within 21 days of the

due date.

©Crown Institute of Studies
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TESTS AND EXAMINATIONS

Tests/exams are held under strictly supervised conditions. Your tutor will advise you of the
terms and conditions prior to starting, and these will be stated on the test/exam paper.

ASSIGNMENTS AND PROJECTS

Requirements for assignments and projects are given by your tutor and stated clearly on the
assignment/project paper.

All assighments/projects must be completed on time and handed to your tutor on the date
specified.

o Assignment/project extensions must be applied for, citing a valid reason, before the
duedate.

o Assignments/projects will not be accepted after the last day of the module unless an
extension has been applied for.

o If your tutor approves an extension you will be given a new deadline and this will not
be extended again.

o Late penalties may apply if assignments are submitted after any deadlines.

It is your responsibility to ensure that you receive assessment. If you are not present at a
particular class it is your responsibility to ask your tutor if alternative arrangements can be
made to acquire this material. It is your responsibility to ensure that your tutor gets your
assignment work.

AEGROTAT CONSIDERATION

Any student who has been prevented from submitting any assignments or from sitting any
test/exam, or who considers that their performance has been seriously impaired by illness,
injury, bereavement or any other critical circumstance may lodge an application for aegrotat
consideration.

Students applying for an aegrotat consideration are required to report in writing to the
Head of Department within two days of the date upon which the item of assessment was
due, or the test/exam affected, took place. The application must be supported by

appropriate documents.

No decisions regarding aegrotat passes will be made until the completion of the programme.
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CHEATING AND PLAGIARISM

Cheating is copying another student's work, either totally or in part. Where two or more
identical or nearly identical assessments or part assessments are submitted, this will be
regarded as cheating. Cheating also includes taking written or electronic notes into closed
tests/exams and/or communicating verbally, in writing, or electronically with another
student during a closed test/exam.

Plagiarism is copying work from an external source and presenting it as your own without
reference

or with little change from the original external source. Plagiarised answers in assessments
will receive zero marks.

The cheating policy also comes into effect if a student knowingly or accidentally allows
another student to copy/submit their work. This will incur the same consequences for BOTH
students concerned. It is therefore VERY important that students do not save work onto any
of the computers at Crown. All work should be saved on to personal USB devices and not
made available to any other students. Similarly, no work should be shared using any other
social media networks.

Students alleged to have cheated (both the student copying and the student whose work
was copied) or plagiarised other work will be interviewed by the Head of Department and
be given the opportunity to respond to the allegation. If the Head of Department upholds
the allegation of cheating, a written warning will be given to both the students and a record
placed in their personal files. The student who cheated will be awarded 0% for that
assessment. In instances of plagiarism, a written warning will be issued and a record made in
the student's personal file.

If a student is found plagiarising or is involved in an instance of cheating a second time they
may be expelled from the school. A student disciplined for cheating or plagiarism may
appeal this finding to the Head of Department. The HoD’s decision on this matter is final.

RE-SITTING ASSESSMENTS

If you do not gain a pass in your assessment or did not show up for your class, you may be
granted an opportunity to re-sit your assessment. Your tutor will advise when re-sits are
available, and whether or not it can be a verbal adjustment (this is usually used for minor re-
sit questions) or if it is a written re-sit.

Students who miss more than 1.5 sessions (i.e. 1.5 days) in any one week will not
automatically be entitled to receive the assessment paper to complete. This means that
your academic records will state ‘Did Not Sit'in the module(s) (or part of) where your
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attendance was low. This will require you to re-sit these module(s) at the end of your
programme, and may be at an additional cost to you.

Students who fail to achieve at least 50% of the course content at the half way point of their
programme will be required to meet with Head of Department to formulate an intensive
catch-up schedule.

We will hold a credit for the second half of the students course for up to one year.

Students who have achieved less than 50% of their course content at the end of the year
may not be able to extend their programme nor enrol in higher level programmes at Crown.
They can re-enrol in the same course at a later date in which case all relevant course fees

will apply.
Prior to enforcing the above, students will have been given:
1. Access to their academic records,
2. One-on-one opportunities with their Tutors,
3. Reminders of personal work ethic required to achieve good success, and
4. Wellbeing support.

Students who have not achieved will be advised and asked to meet with The Head of
Department to go over academic records/results. A special catch-up schedule will be
created if HoD discerns a genuine commitment from the student to achievement and
attendance.

Assessment Appeals / Re-mark Requests

o Talk to your Tutor first and if you cannot come to an agreement then request a re-
mark from the Head of Department.

o The request for re-mark must be made within two weeks of the result being
communicated to you.

o Afeeis payable for a re-mark application. The fee is $100.00. This is to cover the
costs of re- assessment, which may include the employment of staff outside of the
Crown Institute.

o If the re-mark application is successful a refund of 50% ($50.00) of the fee will be
made.

UNSATISFACTORY ACADEMICPROGRESS

All academic progress is monitored to identify students who are academically at risk of
making unsatisfactory progress. Students must achieve at least 75% of the programme
content in each term before they will be allowed to move on to the next Term. Students
who have not achieved the 75% marker will be called to meet with the Head of Department
to create an action plan to reach programme markers.

Where students have progressed to the next term with less than 100% of modules passed,
any outstanding modules must be completed during the following term.
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REAL-WORLD EXPERIENCE (RWE)

Real World Experiences are exciting, integral components of our programmes. Real World
Experiences provide practical participation to substantiate classroom theory. They include
familiarisation visits to hotels and tourist attractions amongst other engaging businesses.
Some visits may incur moderate costs, which will be kept to a minimum and made known to
you in advance.

An overnight or multinight trip may be included as a highlight in your programme. Below is
the policy and procedures governing ‘away’ travel.

e Your participation in the educational visit is subject to signing and returning the Code
of Conduct before departure. This will be handed out and collected by your Tutor. If
you are under 18 years of age, a parental consent form must be signed by a
parent/legal guardian/care taker.

e Punctuality is required. This means being at the designated starting point 30 minutes
before departure.

¢ You will be required to complete a detailed report of your trip and hand it in two
days after the trip for marking.

e A positive and engaging attitude is expected. You are representing Crown therefore
please show respect and gratitude.

e Any expenses other than those pre-booked by Crown will be your responsibility. This
includes emergency medical treatment. You should take out Domestic Travel
Insurance to protect your health and personal property.

e Please pre-alert your tutor of any medical conditions requiring medication during the
trip.

e Alcohol consumption is prohibited for students under 18 years of age. If you are
found to be involved in consuming alcohol you may be suspended from your
programme of study. An investigation will be undertaken and may result in your
expulsion from your programme of study.

e If you are involved in taking drugs or have drugs in your possession, you will be
immediately suspended from your programme of study.

e Any behaviour which breaches Crown’s Code of Conduct or brings the group or
school into disrepute may result in immediate suspension, and pending an
investigation, may result in your expulsion from School. In this event your fees will
not be refunded. You will also be required to pay any costs that have resulted from
your unacceptable behaviour.

e If your behaviour or attendance becomes detrimental to others your trip privileges
may be cancelled and you may be suspended or expelled from the school.

o If you have assessment work outstanding from a previous term, you may not be able
to attend class trips. There are no refunds if you are unable to attend a class trip. If
you withdraw from your course, or if you are expelled from the school, or if you
leave your course early, you will not be able to attend a class trip.
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WORK PLACEMENTS FOR DIPLOMA STUDENTS

Work placements are a special privilege assigned only to Diploma Level 5 students. Crown’s
designated Work Placement Manager liaises closely all year round with high quality industry
partners to create good placements for Diploma students. He works closely with students
also supporting them throughout the 60 compulsory hours to apply theory learned in the
classroom to workplace practicums.

COURSES ANDTEACHING EVALUATIONS

We are committed to providing premium programmes and services, and continually looking
at ways to improve the quality. The purpose of these surveys is to ascertain the
effectiveness of courses, programme modules, units, and the delivery of support services.

Courses and Teachers are evaluated twice per year by students

Support services are evaluated twice per year by students
Programme modules are evaluated each term by students
Evaluations are anonymous

Teaching evaluation results are given to the involved tutor and senior management

ok~ whnh =

Managing Director receives an aggregate report of all results

To participate in the online surveys a link to Survey Monkey is sent to students. Participation
is very vital. Collective feedback helps us in innovating new courses and programmes, and
developing process improvements.

STAFF CONFIDENTIALITY

Teacher’s personal evaluation results are made known only to senior management and the
tutor involved. Results are not given to anyone else unless the tutor gives his or her
consent.

STUDENT CONFIDENTIALITY

Evaluations are anonymous to give students freedom of expression, and to avoid
discrimination, either good or bad, from the tutor involved.
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TEACHING RESOURCES

Teaching resources include all or some of the following - mind mapping, charting exercises,
group discussions, class discussions, group projects, individual projects, individual
presentations, group presentations, assessments, assignments, online research, research,
exams, group work, teamwork, handouts, note taking, formal lectures, informal quizzes,
role-plays, field trips, guest speakers, seminars, question and answer sessions.

For every hour of scheduled learning in the classroom you are expected to spend some time
on independent learning. We recommend you spend at least 15 hours per week on self-
directed study. This should include: reading, making meaningful notes, research,
preparation for class projects/assignments/presentations, working on set tasks and
assignments, studying for examinations and assessments, and preparing for role-plays.

TEACHING STYLES

Throughout your programme you are likely to have several Tutors, each with their own
teaching style. Some styles will suit you better than others. If you experience adisconnect
with a tutor's teaching style you should approach her or him in a respectful manner and
offer your viewpoint. Tutors really want you to succeed and so are open to students’
constructive viewpoints. But if you feel that your concerns are not being heard you can talk
to the Wellbeing Manager. There is also a formal complaints procedure, which you can use
to lodge an official complaint. (Please ask Student Services for a hard copy form.)

RECORD OF PRIOR LEARNING (RPL) AND CREDIT TRANSFERS
(CT)

Record of prior learning (RPL) is based on recognition of your skills currently used or gained.
If you believe you already have the skills being taught in a course, module or unit in your
programme of study you can apply to have your existing skills recognised and credited to
your student record. You must still attend the classes for which you are applying for RPL in
case your application is unsuccessful. If you do not attend the classes in which you are
applying for RPL and your RPL application is unsuccessful then you will be required to catch-
up on the work you have missed.

Credit transfer (CT) is based on credit already achieved in a similar course or programme of
study.

Applications for RPL or CT should be received prior to the commencement of the
programme of study or not later than one week after a programme of study has
commenced.

A successful application for RPL or CT received after one week of the commencement of a
course of study will not entitle a student to a refund of course fees already paid.

There is no fee for processing RPL or CT applications.
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RPL applications

1. You must apply at the time of your enrolment. This will give us information on any
previous study and work experience you have completed. This form must be
accompanied by your NZQA Record of Learning, any certificates, qualifications and
attested record of work experience.

2. At least two weeks before the relevant course/module/unit standard is timetabled to
start you must make an appointment to see the Head of Department. You must provide
attested evidence of your prior learning to accompany your completed application form.

3. If the Head of Department is satisfied with your evidence, your academic record will be
updated to show credit for the module or unit. The Head of Department will discuss
with you the different options available to you while you are on RPL. Please note these
options are subject to your academic and attendance progress to date.

4. |If the Head of Department is not satisfied that you have the current skills for which you
are applying for RPL then you may be invited to sit the relevant assessment. If you pass
the assessment your academic record will be updated. If you do not pass you will
continue in your class at the stage or level you are currently at.

FREE PUBLIC TRANSPORT

Students are very fortunate to receive free public transport to and from Crown Institute using
Auckland Transport’s Hop card services.

1. AT HOP card is owned and issued by Crown Institute of Studies.

Payment by Crown for your personal journey is calculated on the number of zones
between your home address (provided on your enrolment form) and Crown Institute
of Studies. If you move, please let Student Services know your new address.

3. Top-ups are equivalent to a maximum 10 rides per week.

4. Top-ups to your card are done on Friday afternoons and are according to the number
of days you attended classes in the current week. For example, you attended four days
this week so your card is topped up four days (8 rides) for the next week. Daily
attendance is monitored and noted.

5. The card can only be used for Crown authorised purposes. Cards that have been
misused for ‘out of zones’ time and travel will receive a reduced amount, to the same
value that was misused when topped up.

6. Lost or damaged cards incur $20 replacement fee — this is not refundable.
Replacement cards take up to five (5) working days to process. You are responsible for
your own transport costs until the card is reissued. This is not a valid excuse to miss
classes.

7. More than one breach of these conditions may result in your card being suspended.

8. Please bring $20 (preferably cash) as a bond for the Hop card. The $20 will be returned
to you when you return the Hop card to us on your last day. You will need to pay for
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your final journey home.

CROWN RESOURCES

You may be issued with student workbooks and other training resources. If you lose or
damage your workbooks you will be required to replace them at your own cost. Textbooks
provided to you throughout the duration of your course are for reference use only. Please
DO NOT write, mark or damage these text books as you will be required to return them at
the end of each course or unit. If these text books are not returned on the date required
and in an acceptable condition you will be required to pay in full the total cost of the
textbook.

A deposit of S20 is required to be paid for textbooks (not workbooks) at the beginning of
the topic. This will be returned to you when you return the textbook. Results will not be
given until the textbook has been returned.

If you do not comply with this policy, Crown will be unable to issue any of your results,
academic records or certificates/diplomas until full payment has been received. Your tutor
will supply your training resources weekly or monthly depending on what courses/ units you
are studying.

CAMPUS FACILITIES

We provide good quality facilities and services, and are always looking to improve. We
welcome feedback and encourage you to talk to your Student Ambassadors with ideas and
suggestions for improving our facilities and teaching resources.

COMPUTERS

Classroom computers can be used if not required for a lesson but please remember not to
save any work to the Crown computers. Please make sure that you bring your own USB
device to save your work. Please make sure that your USB drive is free from viruses. Failure
to follow the computer use regulations may result in your suspension from accessing the
computers or course.

Computers are monitored to ensure their correct use is maintained. Computers must NOT
be used to download or browse objectionable or pornographic material, games, music or
movie files. If you break this rule you will be suspended from the school. If someone sends
you an email and you do not know them - do NOT open the email on any computer in the
Crown Institute Building.
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STUDENT HELP CENTRE

The Student Help Centre is at Level 3.

Student welfare

Pearl Wilson, your wellbeing supporter is on Level 3. She is available to help and support
you. She will listen, and provide helpful resources to get you through the low times. If we
think professional help is necessary, we will refer you to supportive external agencies.

Printing paper

Printer paper is held at Level 3. If your class printer paper needs restocking, ask one of the
Student Services team.

STUDY AND WORK

Function Staff is an events management company who can provide casual employment for
motivated students. This great business provides high performing students with:

o Guaranteed paid employment
o Onthe job training
o Work hours count towards your Real-World Experience

HEALTH AND SAFETY

A safe learning environment

We work hard to ensure our Campus is safe, comfortable and free from harassment. To
achieve this, we model and encourage behaviour that is respectful, supportive and patient.
If you have a health and safety concern, please raise it with staff at Student Help Centre on
Level 3. Your concern will be promptly dealt with. It will be formally documented and you
will be notified of a decision/outcome within 10 days.

Abuse or harassment

Every person must be treated with respect at all times. Any student caught using
threatening, abusive or insulting actions or language, or written letters or emails, likely to
cause ill-will against any person or group, whether on the grounds of religion, colour, sex or
gender, sexual orientation, family status, disability, race, ethnic origins, political opinion,
age, or any other grounds will be brought before a disciplinary council. The council, at its
discretion, will consider the behaviour, the context of the event, and any other extenuating
circumstances. The result may be suspension and possibly expulsion from the school.

First aid kit and student illness

First aid kits are held on several floors - at Student Help Centre on Level 3, and Room 410 on
Level 4. If you are ill and need to leave campus, tell your tutor and/or Student Help Centre;
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we will make sure you get to a doctor, if necessary.

Accidents and hazards

Accidents at the school must be reported immediately to Student Help Centre on Level 3.
The hazard/accident will be dealt with promptly and the incident recorded in the
Accident/Hazard Book. Where the accident is serious an ambulance may be called.

EMERGENCY PROCEDURES

Fire safety
o Inthe case of fire, phone the fire service on 111 and sound the alarm; or if the fire
alarm bells sound, you must leave the classroom immediately with your tutor.
Earthquake

o DROP down onto your hands and knees
TAKE COVER under a table, or in a strong doorway, or in a corner away from windows

HOLD onto your shelter or position until the shaking stops

KEEP AWAY from glass doors or windows

WATCH for falling equipment and other overhead objects

STAY WHERE YOU ARE until the shaking stops. Do not attempt to run outside

o O O O O

After quaking subsides, check yourself for any injuries

O

o If asked to evacuate the building, please use the stairs to exit and proceed to the
more open area further up Anzac Avenue

Evacuation Procedures

Notices are displayed in the building explaining evacuation procedures.

In the event of a fire or fire drill you will be alerted to evacuate the building by the
continuous ringing of the fire alarm. When you hear a continuous alarm evacuate
immediately.

o Follow the warden's/tutor's instructions.
o Walk immediately to the stairwell.

o Meet at the assembly areas on Anzac Ave, where your tutor/warden will carry out a
head check.

o Do not leave the assembly area or re-enter the building until your warden/tutor
has advised you to.

Assembly Area

The assembly areas are on the footpath outside 76 and 88 Anzac Ave depending on which
emergency stairwell you use. Your tutor will do a head count of your class.
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PANDEMIC BEHAVIOUR

In the event of another pandemic, referral and adherence to government directives is the
first rule.
o Don't be afraid or worried
Keep two metre spacing between you and the next person/s
Wear a face mask
Increase hand washing rituals
Get tested at an approved testing facility
Self-isolate if necessary
Let your tutor or Student Services know your health status and where you are staying
Be kind to others and yourself

O 0O O 0O 0O O O

PROHIBITED ITEMS AND BEHAVIOUR

o Smoking is NOT permitted in any areas inside or immediately outside the building.
This includes the area outside the entry doors to the building and on Level Six’s
outdoor patio.

o Chewing gum is NOT permitted in any areas inside or immediately outside the
building.

o Alcohol is NOT permitted in any areas of the building unless as part of an approved
programme or an authorised social function.

o lllegal drugs are NOT permitted in any areas of the building.

o Weapons of any sort are NOT permitted in any areas of the building.

CAMPUS PROPERTY

We rely on students to respect campus property. Please ensure that you use campus
equipment carefully at all times. You may be held responsible for any costs resulting from
damage you caused to campus equipment, display material, fixtures, fittings and furniture.
Intentional damage may result in suspension leading to expulsion from the school.

Food and drink (with the exception of water) are NOT permitted in classrooms or lobby. You
will be required to pay for any cleaning costs for stains to the carpet or any other damage
you make to the campus facilities. If you would like to take water into your classroom
please use a sealed plastic drinking bottle.

Please do not open classroom windows at any time. You will be responsible for any cost or
conviction resulting from damage caused by the open window. This may involve dealing
with WorkSafe NZ and Police.
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STUDENT CONDUCT

Respect for Others

Please respect the rights of others to study in relative silence in designated areas. Please be
very quiet when you are entering or exiting classrooms or other training facilities as we
operate different classroom timetables for programmes taught in the school. Abusive or
threatening behaviour to staff, other students, and visitors to Crown may lead to your
suspension and ultimately expulsion from Crown.

Disciplinary Procedures

A breach of the Code of Conduct Policy may result in your suspension from the school.
Depending upon the seriousness of the breach you may be suspended immediately from
your class pending an investigation. You will be fully informed of the alleged breach and
have the opportunity to respond.

Notice will be given to you of any disciplinary action that is found to be necessary. A copy of

this Code of Conduct Policy may be obtained from Level 3.

If you are disciplined and your behaviour does not improve within a reasonable period, you
may face further disciplinary action, up to and including expulsion.

We reserve the right to expel you immediately if, in our sole opinion, your behaviour is
sufficiently serious to warrant this step, and/or your expulsion is deemed necessary for the

protection of the other students, staff, and the school.

In the event that you are expelled from the school no tuition fees or resource fees will be
refunded.

©Crown Institute of Studies Page 22|34



STUDENT HANDBOOK 2020

COMPLAINTS & DISPUTES RESOLUTION

Problems

If you have a problem or concern about Crown we want to hearabout it and help find a
resolution. Problems or concerns could relate to your course, tutor, student services, or be
of a personal nature affecting your study.

Complaints Procedure

As a first step, talk to the most approachable staff member at Crown about what’s troubling
you. Alternatively, you can email us giving your full name, class, and tutor. Anonymous
complaints will not be considered. Email pearl@crown.ac.nz

You will be sent a Form to complete and return to the Wellbeing Manager. The complaint
will then be formally considered, and if necessary, a meeting (physical or virtual) will be
arranged between you and the Wellbeing Manager. You are encouraged to bring a
supportive advocate with you.

All factors and viewpoints will be considered, and, if warranted, an investigation
undertaken. A formal decision will be delivered to you in writing.

If you are not happy with the outcome you can take your case to NZQA’s Quality Assurance
Division. Bear in mind that NZQA will ask you to provide evidence that you have gone
through Crown’s internal complaints procedure, and you will need to show a copy of our
formal decision.

NZQA complaints email: gadrisk@nzga.govt.nz
NZQA complaints freephone: 0800 697 293
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WITHDRAWALS AND CANCELLATIONS

Students can cancel or withdraw from their programme and course.

Domestic students who want to withdraw or cancel their programme are advised that any
refund is not made to them personally. Programme fees are refunded to either the Tertiary
Education Commission (TEC) or Studylink or both.

International students wanting to withdraw or cancel their course are advised that any
refund is made to their agent.

The policy for fees’ refund is as follows:

(1) Early cancellation or programme change: If student withdraws, cancels or changes their
course programme or course BEFORE 14 days before the course start date, Crown will
refund all fees, except for 5% of total fees to a maximum of NZD250.00.

(2) Late cancellation or programme change: If student withdraws, cancels or changes their
programme or course AFTER 14 days before the course start date, but during the first 7
days of the programme or course, Crown will refund all fees, except 10% of total fees to
a maximum of NZD500.00.

After these If a student withdraws or changes their programme or course after this time no
fees will be refunded.

(3) In the event of financial problems at Crown: the full value of students’ outstanding
tuition fees are protected in an audited trust fund. In the unlikely event that Crown
cannot deliver a course or programme Crown will refund all outstanding fees.

(4) Voluntary closure of Crown: In the unlikely event that Crown voluntarily closes its doors,
the full value of domestic students’ outstanding tuition fees will be refunded to TEC or
Studylink. International students’ outstanding tuition fees will be refunded to the
relevant agents.

Definitions
Programme start date is defined as the actual start date which may differ from the

published start date.

14 days before the programme start date is defined as 5.00pm on the date two calendar
weeks before the course start date.

The first 7 days of the programme or course is defined as the period between the course
start date and before 5.00pm on the date on calendar week after the course start date.
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The cancellation or withdrawal procedure is as follows

(1) Student formally advises Crown.

(2) Crown provides Withdrawal/Cancellation Form which student completes and signs to
confirm their fully consented, voluntary withdrawal or cancellation from the
programme.

(3) Tutor, Head of Department, and Quality Assurance Manager are advised

(4) Student is then withdrawn from class roll book and notification made in Wisenet.

(5) Accounts Manager informs Studylink and processes any refund to Studylink or TEC
within five days.

PROGRAMME PAYMENT

Programme Payment

Full payment of your programme fees must be received by Crown before you start. Please
ensure you give your payment details to Student Services. We need to know how you will
be paying for your programme. If you are applying for a student loan to pay for your
programme fees, and if your loan payment has not been made to us before your
programme starts, you must provide your signed student loan contract. Once we have
verified the contract, you can attend classes.

If you are paying by student loan, please bring in your loan contract as soon as you receive it
from StudyLink. We will check your loan contract and post it back to StudyLink for you once
you have signed it. We will also send in your loan contract with verified copies of your bank
account details, and birth certificate or passport, and/or proof of citizenship.

PROGRAMME EXTENSION PROCEDURE

To gain a programme extension, domestic students must have at least 80% attendance;
international student must have 100% attendance; and have passed a minimum 75% of
their current programme.

You may have to sit another entrance examination depending on which programme you
would like to extend or enrol in. If you are an international student wishing to extend or
enrol in a new programme, you may have to sit another English examination to confirm your
new enrolment.

STAIRCASING PROCEDURE

Students wanting to staircase to the next level programme must complete their current
programme. Talk to your tutor and/or Student Services about progression.

To be able to staircase to a higher level, students must have completed their current level
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programme. Complete a new enrolment form, and present it along with a copy of your
current programme academic record to Student Services. You will be notified as soon as
there is space available in the relevant programme and you will then be able to complete
payment details.

PROGRAMME DELAY PROCEDURE

Any student wanting to delay their programme must do so in writing. Requests are
considered by the Head of Department and assessed on a case-by-case basis. The maximum
period that a programme can be delayed is one year.

PROGRAMME CHANGES

Programme Changes and Liability

Crown Institute reserves the right to change programmes and short courses and fees
without prior notice. Crown will not be liable if, for any reason, the published programmes
or modules within programmes or short courses cannot be offered.

Class, Teacher and Timetable Changes

You may be taught by a number of different tutors or your class may be combined with
others during your programme, and some timetable changes may occur. Crown reserves the
right to change or combine classes or change tutors during your programme.

Description of your Programme and Qualifications

We take every care to ensure the programme information is accurate at the time of
publishing the Information Booklet. This booklet details courses, programmes, modules and
the qualifications you will gain. While all reasonable efforts are made to ensure course,
programme, and module information and regulations are up to date, Crown reserves the
right to change courses, programmes, modules, units, without prior notification, and to
withdraw programmes, courses, modules, units and to impose limitations on enrolments.
Crown shall not be liable if, for any reason, the published programmes, courses, modules,
and units cannot be offered.

You will be kept fully informed of any changes made to the programme you enrolled in.

Student Images on Crown’s Promotional Platforms

A regular practice of the Promotion’s Team is capturing great images of students
participating in vocation related settings either on campus or offsite, then editing and
posting the best work on Crown’s social media platforms and in printed material.

If you do NOT want your photo posted on Crown’s social media platforms nor
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in its printed material, please advise staff at Student Services. Your wishes will

be recorded in student management system and in the hard copy folder of your personal
file; the promotions team will be advised, and photos with you in them will not be used in
any of Crown’s promotional material

STUDENT ALLOWANCE

A student allowance is a weekly payment from Studylink that can help with your living
expenses while you are studying. You don’t have to pay the money back.

What you get depends on your parents’ income if you’re under 24 or you don’t have
children. (If you have children you may be entitled to Childcare Assistance Payment.

Discover your options on Ministry of Social Development website.)

Apply as early as you can to help you get your correct payments on time. You can apply
even if you haven’t decided where or what you’re studying.

You can apply up until the date your programme finishes but Studylink can only pay you
from when they receive your application.

Apply online at https://www.studylink.govt.nz/online-services/apply/first-time/index.html
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INTERNATIONALSTUDENTS INFORMATION

Crown Institute of Studies is proud to be bound by the Education (Pastoral Care of
International Students) Code of Practice 2016.

The Code ensures that:
o High professional standards are maintained at Crown Institute of Studies

o The recruitment of international students is undertaken in an ethical and responsible
manner

o Information supplied to international students is comprehensive, accurate, and up-to-
date

o Students are provided with full information prior to entering into any commitments

o Contractual dealings with international students are conducted in an ethical and
responsible manner

o The particular needs of international students are recognised

o International students are in safe accommodation

o All providers have fair and equitable internal procedures for the resolution of
international student grievances

External Evaluation Review

The New Zealand Qualifications Authority (NZQA) has given its external evaluation rating of
Crown Institute of Studies as gaining Category 3 status = Not Yet Confident in Educational
Performance and Self-Assessment

Medical and travel insurance information

All international students must provide evidence (in English) of comprehensive medical and
travel insurance to cover the entire time they are in New Zealand. If you get sick, you may
have to see a doctor or another health professional. In New Zealand you do not go to a
hospital unless you are seriously ill. You make an appointment to go to your local GP
(General Practitioner) who will have a medical centre near where you live. The medical
centre will probably open at approximately 9.00am in the morning and may be open
throughout the day. If you require a doctor outside normal hours, there are many after-
hours medical centres where you can see a doctor. Doctor surgeries and emergency medical
centres are listed at the front of the Auckland telephone directory.

If you are too sick to come to class, please call Student Services (0800 357 316) and advise
you are ill. Make an appointment to see a local doctor who will give you a medical
certificate that describes what is wrong with you and indicates how many days you can stay
at home. You will need to bring your medical certificate to Student Services when you come
back to class.

If you do not notify us of your absence we will follow the procedures advised under the
attendance/absence section of this handbook.
©Crown Institute of Studies Page 28|34



STUDENT HANDBOOK 2020

Immigration

Full details of visa and permit requirements, advice on rights to employment in New
Zealand while studying and reporting requirements are available through Immigration New
Zealand and can be viewed on their website at http://www.immigration.govt.nz

Ineligibility 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
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
WWW.acC.Co.Nz
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FREE HELP SERVICES AND CONTACT DETAILS

FREE SERVICE

PHONE

WEBSITE OR EMAIL

CAP DEBT HELP — how to find your way out
of debt

0508 227 111

www.capnz.org/get-help

CAREERS — how to find a new job or choose
a new career

0800 601 301

WWwWw.careers.govt.nz

CAB — helping you know and understand
your rights

0800 367 222

www.cab.org.nz

DEPRESSION — helping you find your way
through it

0800 111 757

www.depression.org.nz

DRESS FOR SUCCESS — helping women dress | 09 377 2762 www.auckland.dressforsuccess.org
professionally
E TIPU E REA — support for teen parents 09551 4367 www.etipuereaws.org.nz

FONUA OLA — helping Pasifika communities

022 043 0811

www.fonuaola.org.nz

PRAYER LINE — call to leave a prayer request
or email it

0508 508 080

prayer@nzprayerline.org.nz

STUDYLINK — helping you make informed
choices about student debt

0800 530 000

www.studylink.govt.nz

ALCOHOL or DRUGS PROBLEM?
Support and guidance to get free

0800 787 797

www.alcoholdrughelp.org.nz

WINZ — help for low or no income workers

0800 454 333

www.workandincome.govt.nz

YOUTH LAW - free legal advice for young
people

0800 884 529

www.youthlaw.co.nz

FIRE or POLICE or AMBULANCE emergency

CALL 111
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IMPORTANT DOCUMENTS

To ensure your enrolment at Crown Institute of Studies is officially recognised by the New
Zealand Qualifications Authority (NZQA) and the Tertiary Education Commission (TEC)
Crown must sight the following documents from you. Please bring these documents with
you when you enrol.

Your NZ birth certificate or Passport (must be an original not a copy)

A copy of your current valid Crown Student Visa/Permit (international students only).
A copy of your travel and medical insurance policy (international students only).
Completed Ministry of Education statistical form (international students only).

Signed Cancellations and Refunds Policy letter (international studentsonly).

OO00O00oaad

Evidence of prior learning and/or of current competencies
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STUDENT DECLARATION

| have read and understand and accept the terms and conditions of the Crown Institute of Studies.

Student Name:

Programme:

Age*:

Signature:

Date:

*If student is not yet 18 years of age, a parent or guardian must sign below, confirming s/he has read,
understood and accepts the terms and conditions of the Crown Institute of Studies.

Guardian’s Name:

Relationship to Student:

Signature:

Date:
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