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to the Electrotechnical Education Centre [ ETEC]. We wish you the very best
in your studies and your stay in New Zealand. You have chosen the best training
establishment for your studies. The following information is very useful and important for your
studies.

1 Our Mission & History

Our Mission

At ETEC, we have a culture that encourages self -confidence, resourcefulness and initiative.

Together we seek to become a prominent provider of high -quality Electrotechnical educational

services. The ful |l est devel opment of each individual s uni que
aim.

ETEC believes in educating students for a global environment and works to instill the character

and values required for responsible decision making in both personal and professional
activities. Our courses are designed to hone skills in communication, critica | thinking, ethics,
interpersonal relationships, leadership and technology.

We are dedicated to providing up -to-date and high -quality Electrotechnical education that

prepares students for careers in one of the most in -demand occupations worldwide, i.e.,

Electrotechnical management. We are also committed to:

1 Continuous improvement -we constantly strive to make all our systems and procedures
more efficient and more responsive to our clientsd n

1 The establishment of measurable objectives and targets to en sure continuous improvement
and prevention of injury and illness;

i Compliance with applicable Health and Safety in the Workplace legal requirements and
Private Training Provider status requirements.

Our students are our top priority and our faculty enriches the learning experiences of our

students through a wide range of professional and scholarly activities. We also support our

students in their career planning activities.

Our History

The Electrotechnical Education Centre Limited (Formerly the Appliance | ndustry Training Centre
Limited) was established on 1 April 2004, when it purchased Directtech Training Limited
(Established 1 April 2000). Specifically E -TEC was established in order to provide training
across a range of electrotechnology industry sectors , with emphasis on electrical, appliance
repair and electronics.

Since its inception, E -TEC has achieved the position of being the provider of choice for the
appliance repair (white goods and consumer electronic goods), electronic engineering and
electron ic security industry sectors.

E-TEC trains electricians in Auckland only, but nevertheless has consistently achieved success
with this industry sector with some of the highest if not the highest pass rates for EWRB
examinations as well as completion of th e National Certificate Programmes

We are:

1 New Zealand Qualifications Authority (NZQA) registered and accredited;

91 Electrical Workers Registration Board (EWRB) approved as a provider and examination
centre;

1 Fibre Optic Association (FOA) approved  provider and examin ation centre for
international  FOA certification ;

1 Electro Technical Industry Training Organisation (ETITO) contracted, and are in fact the
only truly privately owned provider that is contracted for delivery of National
Programmes; and

1 The provider of choice for a large number of corporate organisations and the R oyal New
Zealand Navy (RNZN) .

Page 4 of 66 V1.0



Electrotechnical Education Centre LimiteNew Zealand

While we are by no means a large provider, we firmly believe that as a small, high quality

provider we can classify ourselves as one of the best New Zealand has to offer.

We welcome all trainees and/or students to ETEC, and believe that you will achieve a high
quality of learning through our intensive goal orientated learning systems, which will enable

you to gain your qualification and pursue your ca reer in your chosen Industry.

We also provide managed distance learning programmes ideally suited to trainees and
students from other countries that would like to complete further tertiary training in New
Zealand, and who do not currently meet the entry requirements of either our organization or
any other provider.
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Summary of Code of Practice for the Pastoral Care of

2 International Students (Ministry of Education)

THE CODE OF PRACTICE FOR PASTORAL CARE OF INTERNATIONAL STUDENTS

CODE: The Electrotechnical Education Centre Ltd (ETEC) has agreed to observe and be bound

by the Code of Practice for the Pastoral Care of International Students published by the

Minister of Education. Copies of the Code are available on request from this institutio n or from
the New Zealand Ministry of Education website at

http://www.minedu.govt.nz/goto/international

IMMIGRATION: Full details of visa and permit requirements, advice on rights to e mployment 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/

ELIGIBILITY FOR HEALTH SERVICES: Most international students are not entitled to publicly
funded health services while in New Zealand. If you receive medical treatment during your

visit, you may be liable for the full costs of that treatment. Full details on entitlements to
publicly -funded health services are available through the Ministry of Health, and can be viewed

on their website at  http://www.moh.govt.nz

ACCIDENT INSURANCE: The Accident Compensation C orporation provides accident insurance
for all New Zealand citizens, residents and temporary visitors to New Zealand, but you may

still be liable for all other medical and related costs. Further information can be viewed on the

ACC website at  http://www.acc.co.nz

MEDICAL AND TRAVEL INSURANCE: International students must have appropriate and current
medical and travel insurance while studying in New Zealand.

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 i mportant responsibility for international stu

The information below providesano ver vi ew dbde of Practice for the Pastoral Care of

International Students o6 (t he Code) , and provides a procedure tha
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, which 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.

When does the Code apply?

The Code commenced on the 31st of March 2002. Educational providers then had six month s
to sign the Code. Between the 31st of March and the 30th of September 2002, you will need
to check with the Ministry of Education if your provider is a signatory to the Code.

Who does the Code apply to?

The Code applies to all education providers in Ne w Zealand with students enrolled on
international study permits. The Code is mandatory to these providers and must be signed by
them.
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Wh a t is an Ainternational student 0°?

An fAinternational studento is a foreign stemdisanffomst udyi
the New Zealand Immigration Service.

How can | get a copy of the Code?

You can request a copy of the Code from your New Zealand educational provider. The Code is
also available online from www.minedu.govt.nz/goto/international

How do |1 know if an educational provider has signed the Code?

The New Zealand Ministry of Education will maintain a register of all signatories to the Code.

This list will be available from www.minedu.govt.nz/goto/international . If the educational
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 educational provider or by an agent of the

provider, the first thing you must do is contact the Training Manager , the Academic D irector, 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).

The Code sets standards for educational providers to ensure that:

1 high professional standards are maintained

1 the recruitment of international students is undertaken in an ethical and responsible
manner

91 information supplied to international students is comprehensive, accurate, and up -to-
date

1 students are provided with information prior to entering into any commitments

9 contractual dealings with international students are conducted in an ethical and
responsible manner

1 the particular needs of international students are recognised

9 international students under the age of 18 are in safe accommodation

1 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
complai nts.

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 educational 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 educational 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 Pan el.
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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 educational 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.

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 educational
provider or the providerés agents. hénGodelofBPradticee nf or c e s

How can | contact the IEAA?

You can write to the IEAA at:
The International Education Appeal Authority,
PO Box 12083,
Wellington, New Zealand.

Alternatively, email IEAA at info.ieaa@minedu.govt.nz
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3 ETECO6 ommitment to students

This commitment compl ements the fACode of Practice for
Studentso (Ministry of Educati on, 20 OETEC arecdmmétedtba na g e me
the high est standards of training, assessment, student services, and busine ss operations. The

following Code of Conduct describes these standards.

1. The Management and Staff of ETEC comply with all Legislative requirements of local and
national government, in particular Workplace Health and Safety, Workplace Relations, Anti
Discrimination and Equal Opportunity and mutual recognition of accredited qualifications
issued by another TEO.

2. The Management and Staff of ETEC have a commitment to providing a quality service with
a focus on continuous improvement. The Management and Staff of ETEC value feedback
from students, tutors, and industry representatives. Where possible, The Management and
Staff of ETEC design diagnostic assessment instruments specific to student needs.

3. All students have the option to be assessed in order to ascertain if their Literacy and
Numeracy skills are sufficient to successfully undertake the training program. This is
usually via interview or completion of an exercise contained in the proposed training
program. Those who require further assessment wil | be referred to an expert.

4. The Management and Staff of ETEC market training products with integrity, accuracy, and

professionalism, avoiding vague and ambiguous statements. In the provision of
information, no false or misleading comparisons are drawn wi th any other Training
Providers. Further, the Management and Staff of ETEC will not contravene Code of Practice

legislation in any aspect of the marketing endeavour.

5. Access and Equity.*
ETEC has an Access and Equity Policy based on the following Principl es:

Access and Equity

Under New Zealand's anti  -discrimination legislation, it is against the law to discriminate
against people because of their age, gender, transgender status, race, marital status,
sexuality, or physical or intellectual disability.

Assistive technology
People with a disability define assistive technology as equipment and software designed for
use.

Reasonable adjustment

Reasonable adjustment means the nature and range of adjustment, which can be made to

an assessment tool, or asses  sment method, which will ensure valid and reliable assessment
decisions but also meet the special requirements of the person(s) being assessed.

6. The Management and Staff of ETEC have personnel with appropriate qualifications and
experience to deliver the training and facilitate the assessment relevant to the training
products offered. Assessments are all competency -based and lead to a qualification issued
under the New Zealand Q  ualifications Authority including recognition of prior learning and
credit transfer. Adequate training materials and physical resources will be utilised to ensure
the learning outcomes of the training product can be achieved. Appeals procedures are in
place for students who are not satisfied with assessment or training. All assessment
processes will be valid, reliable, flexible, and fair. Students will be advised on assessment
requirements before training commences.

7. Students will be recruited responsi bly and ethically at all times and recruitment will be
consistent with any training package/product requirements. The Management and Staff of
ETEC are committed to non  -discrimination in any form when recruiting and selecting and at
all times comply with e qual opportunity and anti -discrimination legislation.
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For current details of Fees and Charges please refer to Section 36.

Should the Management and Staff of ETEC cancel any course/training program, students

are entitled to full refund or transfer funds to future training. In the event that the student

wishes to cancel their course/training program, they need to note that an initial non -
refundable deposit will apply. Refunds may be negotiated based on personal hardship or

sickness upon provision of sub  stantiation of the claim. Pro -rata refunds may be organised

by agreement between student and The Management. Please refer to ETEC Refund Policy
and Procedure.

In the event that a student has a complaint concerning any matter in relation to ETEC,
there i s a process in place to ensure that the complaint can be resolved.

The Management and Staff of ETEC seek to prevent appeals by ensuring that students are
satisfied with their training product and its outcomes. Personnel are expected to be fair,
courteous , and helpful in all dealings with students.

Any complaint about any Assessment will be treated seriously, investigated thoroughly, and
dealt with according to the merit of the complaint. Appeals must be made within 10 days
of receipt of assessment. Al | records of any appeals will be kept on file.

A student will be given three weeks to appeal against an assessment mark. They should

first informally approach the trainer of the relevant unit within three weeks of receiving

their assessment results. If the student is not satisfied with the decision of the trainer,

they should then approach the Training Manager . The Training Manager will then reassess
the student's work.

If the student is not satisfied with the decision of the Training Manager , the stud ent should
then fill in Complaints or Appeals Form and make an appointment to see Academic Director
Final action to be taken if the student is still not satisfied with the outcome is to approach

the Managing Director and ultimately NZQA. Please referto ETEC Complaints and Appeals
Policy, and/or the Complaints procedure that is posted on the student notice board

Matters of complaint outside of grievance and appeal will be dealt with according to their

merit. The written complaint w ill be formally viewed by the Managing Director . A response
in writing will be forwarded to the student notifying of result and/or any further action. All

records of any complaints will be kept on file.

Course Credit

Students who have skills and knowledge equal to the course they are studying may apply

for Course Credit. The student will have to supply evidence before credit is granted. The
determination of Course Credit will be professionally conducted and will be valid, reliable,

flexible, and fair. Evidence for Course Credit may include evidence of current competence;
Performance, demonstration, or skills test; Portfolio, logbook, task book, projects, or
assignments; written presentation; Interview; or Case studies. Course Credit is available
for all units. Students should complete a Course Credit Application Form.

If there is sufficient evidence in the application and supporting documentation, no further

assessment may be necessary. If further assessment is required, it may take any practi cal
form consistent with the assessment criteria for the claimed competencies and the

principles of validity, reliability, fairness, and flexibility. The form of assessment may be

negotiated with the student and may consist of interview, written assignmen t, exam, or
other method. A qualified assessor must conduct assessment.

I f Course Credit is granted and the dur at iBETBC vilf
either:
i Specify the net duration of the course in the Letter of Offer if a visa has not b een
issued; or
ii. Report the change in course duration to New Zealand immigration if a visa has been
issued.
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A standard fee of NZ$ 6.90 per credit will be charged for the Course Credit assessment.
Successful students are notified promptly of the Course Credit outcome. The Training Manager
advises unsuccessful students of reasons for non -recognition and steps they can take,
including appeal mechanisms.

16. Qualifications offered by ETEC for which cou rse credit may be applied for are:

Certificate Courses: Level ETITO Apprentices Private Students

Level 2 Contracted Provider
Electrical Engineering: Level 3 Hamilton, Auckland and Nationally
Level 4 Northland

Electrical Engineering ,
. . Level 3 Contracted Provider .
(Appliance and Electronic _ Nationally
Level 4 Nationally

Servicing)
Electronic Security Level 3 Contracted Provider .

: Nationally
Installer: Level 4 Nationally

. . . Level 3 Contracted Provider .
Electronic Engineering: Level 4 Nationally Nationally

Diploma Courses: Level Domestic Students | International Students
(Approval Pending)

Electronic Engineering
(Incl. Consumer Electronics ):

Level 5 Auckland Auckland

17. Student Services, Welfare, and Guidance

ETEC has sound management practices to ensure effective student services. The organisation

has operational standards to ensure timely issuance of training assessments, results, and
qualifications. These will be appropriate to competence achieved and issued i n accordance
with national guidelines. All student records and documentation will be recorded, kept
confidential and securely archived. Students can access their files by request.

ETEC has student welfare and guidance services relevant to its training p roducts. Where
necessary, arrangements will be made for students requiring Language, Literacy, and
Numeracy support.

ETEC student information will ensure that students know all fees and charges prior to
enrolment. Students are advised of Course Conten t, Outcomes, and Assessment procedures
before training commences.

ETEC quality focus includes access and equity, recognition of prior learning, fair and equitable
refund policy, and complaints and appeals process.

ETEC will observe and identify students that have additional welfare needs during orientation

week. ETEC will also ensure that tutors and pastoral carers will observe, review and identify

those students that have additional welfare needs. ETEC will refer these  students where
necessary to a professional agency via the Coordinator  of International Students and
Accommodation.

ETEC will review and monitor student that have been identified as having additional welfare
needs in a weekly staff meeting.
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4 Access and Equity Policy

Purpose

The Management and Staff of ETEC recognise that particular groups of people in society have
experienced and continue to experience, institutional disadvantage, and unequal educational

outcomes. Particular groups include women, Maori [Tangata Whenua], people of non -English

speaking backg rounds, people with physical or intellectual disabilities, the long term
unemployed, and the rurally isolated. The Access and Equity policy aims to achieve best
practice by achieving equal educational and vocational outcomes for all.

Procedure

The Managin g Director of ETEC will be responsible for ensuring access and equity princip
and practices apply at all levels of the organisation, namely:

1. Student selection will comply with equal opportunity legislation.

2. Students will not be denied access to servi ces where they are deemed eligible for such a
service and where the organisation has the appropriate resources to provide high quality
services.

3. Any enquiries in relation to childcare arrangements will be referred to an appropriate
community agency.

4. As an Equal Opportunity employer ETEC will treat every student fairly and without
discrimination. Complaints and Appeals procedures have been put in place to ensure any
concerns during training are dealt with immediately and appropriately.

5. This policy also acknowledges ETEC Ilegal obligations under New Zealand's equal
opportunity laws, including the Human Rights Act 1993 and the Bill of Rights 1990.

6. Training will be made available to all students regardless of race, gender, transgender
status, age, marital s  tatus, physical or intellectual impairment, or sexual orientation. In
accordance with the Human Rights Act, 1993, sexual harassment will not be accepted in
the Institute. Professional development of staff will be reviewed at least annually, aimed at
addr essing this and other discriminatory behaviours.

7. Employment and training services will be offered by qualified staff, to people from all

les

backgrounds regardless of cultural differences, including those from non -English

backgrounds, Tangata Whenua. Staff w ill be professional and supportive at all times, in
their approach to students.

8. Enrolment

An enrolment and /or induction program is provided to students. An introductory interview
can be held with the interested applicant to discuss entry requirements and enrolment
procedures. Once the applicant has a full understanding of the training program, any pre
requisites will be established.

9. Language, Literacy , and Numeracy

Registration unde r the New Zealand Qualifications Authority (NZQA) requires ETEC to

assist students with Language, Literacy, and Numeracy (LLN) skills as a part of its core
business.

At ETEC Language (including instances where English is a second language [ESOL])

Literac y and Numeracy issues are handled within the delivery of training and assessment.
These issues are considered when developing learning and assessment strategies.
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10. During the course, LLN needs will be identified, and support provided, in the following
ways:

f
il

Trainers will be asked to report to the Course -coordinator if they suspect a student is

falling behind due to restricted LLN skills.
Students will be encouraged to discuss with their teachers any difficulties they have
with their studies. This pro vides a channel for students to self -declare LLN difficulties.
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5 Self Review and Continuous Improvement
Policy
The Management and Staff of ETEC are committed to  ongoing self review leading to

continuous improvement.
The Managing Director is responsible for the implementation of this policy.

Introduction

The Management and Staff of ETEC are committed to operating efficiently and effectively in
order to meet the needs of students. Ongoing Quality Control ensures maintenance of
standards appropriate to the National Standards.

Quality and continuous improvement at ETEC

ETEC6sapproach to quality encompasses al/l its operation:
based on the commitment of all staff to continuous improvement. This is achiev ed by

systematic use of feedback as the basis for identifying and prioritising improvement

opportunities.

External standards

ETEC adheres to all relevant external standards imposed by government agencies and
regulatory authorities.

Continuous improvement processes
ETEC uses the following processes and strategies to improve overall performance:

1. Staff Professional Development
The Management of ETEC will use the following continuous improvement strategies:
1 Monitoring and review of ETEC processes and procedu res
1 Professional development Workshops for Staff
1 Monitoring and implementation of standards through annual self -assessment.

2. Student satisfaction surveys
Each student at ETEC has the right to provide feedback about the programs and services of
the Institute.

3. Unsolicited feedback
Any employee or student of ETEC has the right to provide unsolicited feedback on the services
or operations of the Institute.

4. Internal and ext  ernal audits
ETEC conducts self -assessment audits to measure performance against internal and external
standards and improvement opportunities are identified and acted upon.

5. Management reviews

Management regularly reviews and refines ETEC activities th rough:
1 senior management meetings
1 annual planning and budget setting
1 Individual executive goal setting.

6. Access and equity
ETEC is committed to adhering to access and equity principles in the implementation of this

policy.

7. Staff Appraisals

All staff will be given the opportunity to have their training and assessment evaluated by an
appropriately experienced and qualified colleague. The aim of these appraisals is to offer ideas
for improvement.
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6 Course Progress Policy

Purpose

As directed by the New Zealand Qualifications Authority and the Code of Practice for the

Pastoral Care of International Students, ETEC i s required to monitor stud
performance and assess course progress of each student whilst enrolled at ETEC.

Course progress is monitored and student support is offered to students who are not
progressing satisfactorily. Where a student does not satisfactorily meet course requirements,

they may be reported to the Immigration New Zealand. All student support services and
counselling are provided free of charge, with the exception of the opportunity to sit for re -
assessment.

Attendance

The attendance of each student enrolled with ETEC will be monitored closely to ensure there is
full time study activity. Maintaining good attendance is essential to achieve satisfactory course
progress.

Immigration New Zealand requires ETEC to report unsatisfactory attendance under the
conditions of th e overseas student visa. However, as part of our academic support and
monitoring, internal policy of ETEC is that all students must attend at least 80% of classes.

For the purpose of this policy, students are required to maintain at least 80% attendance

(including medical related absences) at all time. Attendance will be monitored on an ongoing

basis. The class compulsory tutorials, required coursework or assignments and assessment

activities are included in the monitoring activity by ETEC; any absence wi | | affect the st
competency in the unit or module , and/ or affect the studentodés cour se

Non - attendance (less than 80%) and non -response to ETEC notification and request to attend
a counselling meeting with the Academic Director or Training Manager will lead to the decision
to notify the student that his/her enrolment will be cancelled and that the student will be

reported to Immigration New Zealand for cessation of study. This is supported by
interventions, counselling support and wa rning letters.

Course Completion

The Code of Practice for the Pastoral Care of International Students requires ETEC to monitor
the enrolment load of students to ensure they complete the course within the duration
specified by their Visa and do not exceed the allowable portion of online or distance learning.

ETEC does not allow online or distance enrolment for any students.

Students who are identified as those who cannot complete the course within the expected

duration will be counselled by Training Manager for academic issues, or counselled by the
Academic Director  for personal issues. Counselling records will be recorded and filed for future
reference. The students will be offered a choice to:

1. Take scheduled re -assessment or arrange special assess ment;

2. Take a tailored study plan if required to restudy units. Extra study time will be allocated.

If the student still cannot complete the course within the expected duration by any means

Training Manager or Academic Director  will further counsel the student. If the student is
willing to extend his study period in order to complete the course, they need to follow the

proper procedure to apply for a course extension. If the course extension is approved, the

student will be is sued with support documents to support an Application for Variation of
Conditions for their visa, in order to extend the study period. If the student does not apply for

the course extension, or the application is rejected, the student's visa will not be r enewed and
they will be required to leave the country.
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Enrolment Extension

Students identified as at risk of failing to meet course progress requirements will be subject to

the ETEC intervention strategies. If the implementation of an intervention str ategy results in
the student being unable to complete the program within the duration specified by their

Student Visa, the student will be required to apply for an extension to their visa and pay any

additional fees incurred.

ETEC may choosetoextendas tudent 6s study period beyond the dur at

of Of fer and on the Studentodés Visa and Per mit wher e

reason. A compassionate or compelling reason is defined as an event, or series of events,

beyond the control of the student, that affects their emotional or physical state, impeding their

ability to achieve satisfactory academic progress. For the purpose of this policy, if a student

has failed occasional units throughout the course, but has not done so p oorly as to be picked
up by ETEC intervention strategy, this may be considered a compelling circumstance.

ETEC may grant a deferment or suspension of study to a student. If the deferment or

suspension of study will result in a student being unable to complete their program within the

expected duration, ETEC may issue a second Letter of Offer or other supporting d ocuments.
Those students who are making satisfactory academic progress but who are identified as at

risk of not completing within the course duration will be advised in writing and requested to

attend an interview with the Course Coordinator. If appropri ate, the Course Coordinator may
recommend the extension of the student 6s Let tE@EC of
intervention strategy or recognition of compassionate or compelling circumstances. Students

who have chosen not to enrol in an appropri ate load despite advice from ETEC will have their
request for extension of their study period denied.
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7 Complaints and Appeals

Policy

This policy governs the process for responding to complaints about a situation, a process, a
person or people, a facility or a service provided by ETEC.

A complaint or appeal should be lodged in writing, using ETEC Complaint or Appeal Form, at
the front office. A written record of the complaint or appeal will be kept on file.

If the student chooses to access ETEC Complaints and Appeals Processes, their enrolment will
be maintained while the process is ongoing.

A student will have the opportunity to formally present their case at no cost. A student and
the other party may be accompanied and assisted by a support person at any relevant
meeting.

ETEC will investigate and respond to all complaints and appeals | odged by students. The
process will commence within 10 working days of the formal lodgement of the complaint or

appeal and supporting information and all reasonable measures will be taken to finalise the

process in the shortest possible time.

ETEC trea ts all complaints and appeals in confidence and always seeks the permission of the
student before discussing the complaint or appeal with relevant staff. The student will be
given a written statement of the outcome, including details of the reasons for th e outcome.

If the process results in a decision that supports the student, ETEC will immediately implement
the decision or preventive action required and advises the student in writing of the outcome
within 5 working days.

Students who are not satisfied with the outcome of their complaint can take further action
through the International Education Appeal Authority (IEAA).
Procedure

At ETEC, every effort is made to make sure each student is able to appeal against any decisi
they feel is unfair or inconsistent with what they were told prior to enrolment. All complaints
or appeals that arrive while attending ETEC are handled with sincerity and sensitivity. At
induction, students are referred to the Complaints and Appeal Pr ocedure for Attendance, the
Complaints and Appeals Procedure for Academic Progress and the Complaints and Appeals
Procedure for Disciplinary action.
1. Complaints and Appeals Procedure for Academic Progress

Each student has the right to be represented by another person of his or her choice. This

may be a friend, home stay parent, classmate etc.

Step 1: Discuss the Academic Progress decision with your Trainer.

If the problem is not resolved:

Step 2: Discuss the Academic Progress with the Training Manage .

Step 3: Fill out a Complaints or Appeals Form available at Reception and submit at
Reception. The complaint or appeal will be initiated within 10 working days and the case
will be examined by the Academic Director .

The complaint or appeal and any action taken will be recorded.
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Step 4: Discuss the complaint or appeal with the Managing Director

Gavin Bowden
gavin@etec.ac.nz

006495731967

Step 5: if the issue is stildl not resolved to the st
an independent mediator.

NZQA i www.nzga.govt.nz/about  -us/make -a-complaint

OR

IEAA (International Education Appeal Authority) i Email: info.ieaa@minedu.govt.nz
The above complaint and appeal procedure does not remo ve the right to take further action

under New Zealand's consumer affairs legislation.

ETEC dispute resolution procedures do not prevent the student from pursuing other legal
remedies involving external dispute resolution organisations.

The outcomes will  be provided in writing and the reasons for any decisions will be given.

Complaints and Appeals Procedure for Attendance Calculation

Each student has the right to be represented by another person of his or her choice. This
may be a friend, home stay paren t, classmate etc.

Step 1: Discuss the Attendance decision with your Tutor.

If the problem is not resolved:
Step 2: Fill out a Complaints or Appeals Form available at Reception and submit at
Reception. The complaint or appeal will be initiated within 10 working days and the Training
Manager will examine the case.

Step 3: Make an appointment to discuss the Attendance issue with the Training Manager

Gavin Denby
gavind@etec.ac.nz

006495731967

The complaint or appeal and any action taken will be recorded.
Step 4: Discuss the complaint or appeal with the Managing Director

Gavin Bowden
gavin@etec.ac.nz

006495731967

Step 5: If the issue is still not resolved to the student's satisfaction, they will be
encouraged to appeal externally and they will be referred to an independent mediator.

IEAA (International Education Appeal Authority)
Email: info.leaa@minedu.govt.nz

The above complaint and appeals procedure does not remove the right to take further
action under New Zealand's Consumer Affairs legislation.
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ETEC dispute resolution procedures do not prevent the student from pursuing other legal
remedies involving external dispute resolution organizations.

The outcomes will be provided in writing and the reasons for any decisions will be given.

Complaints and Appeals Procedure for Disciplinary Action
Each student has the right to be represented by another person of his or her choice. This
may be a friend, home stay parent, classmate etc.
Step 1: Discuss the reason for Discipline action with your Trainer.
If the problem is not resolved:

Step 2: Discuss the Discipline action decision with the Training Manager

Step 3: Fill out a Complaints or Appeals Form available at Reception and submit at
Reception. The complaint or appeal will be initia ted within 10 working days and ETEC
Management will examine the case.

The complaint or appeal and any action taken will be recorded on the complaint or appeal

form. Minutes will be kept on the counselling report. The Directors will review the
complaint or appeal form and minutes. The Academic Director  will monitor the complaints
or appeals process.

Step 4: Discuss the complaint or appeal with the Managing Director

Gavin Bowden
gavin@etec.ac.nz

006495731967

Step 5: If the issue is still not resolved to the student's satisfaction, they will be
encouraged to appeal externally and they will be referred to an independent mediator.

IEAA (International Education Appeal Authority)
Email: info.ieaa@minedu.govt.nz

The above complaint and appeals procedure does not remove the right to take further
action under New Zealand's consumer affairs legis lation.

ETEC dispute resolution procedures do not prevent the student from pursuing other legal
remedies involving external dispute resolution organisations.

The outcomes will be provided in writing and the reasons for any decisions will be given.

Complaints and Appeals Procedure for Fees

Each student has the right to be represented by another person of his or her choice. This
may be a friend, home stay parent, classmate etc.

If a student has overdue fees, the finance department will send two fee reminder notices
and two warning letters. If the fees have not been paid within one week of the last issued

Warning letter, student will be issued with Notification of Intention to Report letter.

Students on receiving the intention to report letter shoul d:

Step 1: Discuss the reason for Overdue Fees with Finance Department.

If the problem is not resolved:
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Step 2: Fill out a Complaints and Appeals Form available at Reception and submit at
Reception. The compliant and appeal will be initiated within 10 working days and the case
will be examined by ~ETEC Management.

If the problem is not resolved, ETEC can inform the student of their right to access external
body with filling out the external appeal form.

Step 3: Discuss the complaint or appeal with the Managing Director

Gavin Bowden
gavin@etec.ac.nz

006495731967

Step 4: If the issue is still not resolved to the student's satisfaction, they will be
encouraged to appeal externally and they will be referred to an independent mediator.

New Zealand Commerce Commission Contact Centre
PO Box 2351, Wellington 6140
Telephone: 0800 94 3600

The above complaint and appeals procedure does not remove the right to take further
action under New Zealand's consumer affairs le gislation.

ETEC dispute resolution procedures do not prevent the student from pursuing other legal
remedies involving external dispute resolution organisations.

The outcomes will be provided in writing and the reasons for any decisions will be given.
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8 Student Feedback Policy

Policy

The aims of the Student Feedback Policy are to:
1 Provide all students with an opportunity and encourage them to give feedback both
informally and through formal feedback questionnaires.
1 Ensurethat ETEC responds appropriately to changing student needs.

ETEC uses a range of formal and informal feedback from students, including suggestions,
complaints and comments in the course of a particular activity or experience, as well as formal
surveys and student  participation in planning and decision making processes.

Procedure

Formal Feedback

1. All feedback surveys at ETEC are administered and analysed electronically
2. ltis classified into three broad categories: initial feedback, academic feedback and general
feedback

3. Initial Feedback i s compl eted prior to the commencement of st
opportunity for the student to comment on the orientation process, enrolment, agent, as
well as a mean to help the trainers to provide a better assistance to the students.

4. Academic feedback gathers feedback from students after each module so that they can
evaluate the training and assessment of that module.

5. General Feedback is administered at the end of course. It is opportunity for students to
comment on thei r satisfaction with the services and facilities provided by the institute.

Informal Feedback

It is administered casually from time to time. Student support officer will schedule visit to
each class and students will have the opportunity to comment on any thing, including any
complaints/appeals that they might have.

Page 21 of 66 V1.0



Electrotechnical Education Centre LimiteNew Zealand

9 Privacy Policy

Purpose

Personal information provided is protected under the Privacy Act 1993. This Act imposes
obligations on organisations in their collection, storage, use, and disclosure of your personal
information.

ETEC holds personal information for the following purposes:
1 Processing of course enrolments
91 Tracking course progress, attendance, assessment and completion
1 Issue of Transcripts, Certificates, Statements of Attainment and Attendance on
completion of courses
1 Meeting legal and regulatory requirements

The information will include name, address, age, contact details, citizenship, and emergency
contact details, training and assessment progress and results, attend ance history and
payment/refund records.

Use and Disclosure

Information provided by students to ETEC may be made available to Immigration New Zealand
and the Ministry of Education.

In order to provide students with training and assessment services, we are required to disclose
personal information to third parties such as the New Zealand Qualification Authority and the
Tertiary Education Commission for audit or research purposes.

Information on student attendance or course progress may be shared with th e student 6s
parents /sponsors (people that have paid the student 0 $ees). A signed provision for this sharing
of information is included in the enrolment form.

I nformation on student attendance or course progress

recruitme nt agent with the studentds consent .

10 Data Quality and Security

The Management of ETEC will take reasonable steps to ensure that personal information is
accurate, complete, and up  -to-date. Students are encouraged to help us keep their personal
information accurate by informing us of any changes. The Management ensures this by having
such security measures as:
1 Individual password access to systems and databases
1 Secure filing cabinets
i Taking reasonable steps to destroy personal information if it is no longer required for any

valid purpose.

11 Access to Your Information

Each student has the right to access his or her personal information. If you find that the
information we hold about you is inaccurate then we will correct it. If you wish to access your
information, please complete the Student Request for Action Form available at Reception.

12 Complaints and Disputes

If you think that your privacy has been interfered with due to a breach of our obligations in
relation to your privacy, then you can complain directly to one of our administration officers. If
you are not satisfied with our response, we will advise you on your options for proceeding
further with your complaint.
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13 Marketing and Advertising Policy

The objective of our marketing and advertising policy is to ensure that:

1 Marketing material is accurate and approved by the responsible person

1 Permission is sought in writing for use of third - party marketing material

9 Accurate information is distributed to students at all times

1 Only qualifications/units on our scope are advertised

1 Training and assessment serv  ices leading to NZQA qualifications are clearly identified
1 All marketing is conducted honestly, avoiding ambiguous statements.

1 No false or misleading comparisons are drawn with any other provider or course.

The Managing Director  will ensure that the fo  llowing practices are adhered to:

1. A studentds written per missi omikTEQwS tuse mfermatidntalaoutn e d

2.

that individual in any marketing materials.

The Management of ETEC will accurately advertise registered courses to prospective
students.

Students are provided with full details of conditions in any contractual arrangements with
ETEC.

NZQA qualifications will only be advertised if ETEC is registered with the scope to del
those qualifications.

ETEC advertising will only use the Nationally Recognised Training and appropriate logos on
relevant qualifications or awards when the participants have satisfactorily completed all
requirements and/or achieved the stated compete ncies.
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14 Course Credit

Student Information
Course Credit is the acknowledgment of skills and knowledge obtained through previous and
current formal training, work, or life experience.

Recognition is granted because of identifying and assessing your previous learning and current
skills and knowledge against pre -determined performance standards from a learning module,
unit or element of competency listed in an accredited training package or course.

This recognition can be given at any stage through your learning program, not just at the
beginning and the end.

Different forms of evidence can be involved, but the process, result and the assessment
principles remain the same.

Course Cre dit is intended to allow learners to focus on developing new skills and knowledge,
rather than re -learning or re -doing what they already know or have already done and can do.

Course Credit assessment is carried out in a manner that is consistent with the Competency -
Based Principles of Validity, Reliability, Flexibility, and Fairness.

I f Course Credit is granted and the durati cEMECowil t he
report the change in course duration to Immigration New Zealand.

How can 1 tell if I am eligible?

All ETEC learners receive Course Credit information prior to enrolment and again during
induction. If you think any previous training, work or life skills may exempt you from any of

units contained in your course discuss this with your trainer /assessor/enrolment staff. You
can also send an email seeking for further details or assistance at gavin@etec.ac.nz
When seeking recognition or credit for previous learning, the learner is responsible for

providing the required supportive documents. As per NZQA and Code of Practice
specifications, ETEC will recognize the NZQA qualifications and statement of attainment issued
by any other TEO.

Different types of evidence are involved. You must be prepared t 0 present your evidence in an
appropriate format and to demonstrate your skills and knowledge at assessment time.

Depending on the qualification and/or units of competency, different forms of evidence are
involved, such as demonstration of skills, work documents, transcripts from previous training,
projects, case studies, and letters/reports from your employer. If you think, you may be
eligible talk to your trainer/assessor.

Information for Course Credit Applicants

Step 1 - Identifying Course Credit reqguirements

Read the course information and if you think any previous training, work or life skills may
exempt you from any of the course units discuss your past training/work with your trainer

/assessor/enrolment staff and the possibility of applying for Course Credi t. Applicant can also
seek assistance or further information if required from our website at www.etec.ac.nz __ or by
sending an email to enrolment staff at info@etec.ac.nz
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Step 21 Application for Course Credit

Your trainer/assessor will provide you with detailed information about each unit of competency

and the performance criteria required for the unit. This application form helps you decide what
EVIDENCE you will provide to sup  port your application. For the purpose of course credit,
applicant can provide supportive documents, such as NZQA Qualifications or Statement of
attainment attained from the other TEO.

Tick the boxes on the form to indicate the TYPE OF EVIDENCE you intend to submit.

Rules of evidence

Regardless of the form, the evidence you present must be valid, sufficient, consistent,
current, and authentic. When collecting and gathering evidence, consider the following
questions:

Validity

Does the evidence rel  ate to the unit competency?

Does the evidence reflect the four dimensions of competency (task skills, task management
skills, contingency management skills and job/role environment skills)?

Does the evidence address employability skills?

Sufficiency

Does the evidence cover the full range of performance identified in the unit of competency?
Does the evidence show competency over a period?

Does the evidence show competency in different contexts?

Currency
Does the evidence show that you can apply the competency in current work?

Authenticity
Is the evidence your own work?
Do you authentic documents present the qualifications, references, and licenses?

Types of evidence

Practical Demonstrations

Practical demonstrations aim to collect evidence of all components of competency, including
employability skills, dimensions of competency, safety, and quality. You must be able to
demonstrate and apply the relevant competencies, taking into account the demands,
interruptions, problems, and pressures of the wo rkplace.

Third Party Reports

There are some situations in which workplace evidence is required but it is not possible for

the assessor to directly observe your work. A "Third Party Report" will then need to be
completed by an observer/supervisor or thi rd party. To supply this evidence you will be
required to nominate an appropriate person to complete the Third Party Report. It is
important to remember that the assessor, not the third party observer, makes the
assessment decision.

Oral or Written Ques tions

Questioning is an evidence gathering technique that is widely used in competency based
assessment. Questions may be asked orally or in a written format. Answers to questions

provide evidence of underpinning knowledge, application of skills and your capacity to
transfer knowledge and skill to different contexts.

Workbooks

Workbooks are often provided as support to your training. Exercises are often included in
workbooks and the completed workbook forms part of your evidence.
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Personal Portfolio

Portfolios can include a wide variety of evidence such as your job description, your current
resume, workplace performance appraisal from your supervisor and certificates of learning

and other activities such as recreational pursuits. This evidence may derive from either
current performance or achievements. The evidence presented in a portfolio must be valid.

That is, it must relate to the elements and performance criteria of the relevant unit(s) of
competency. It must be sufficient and current, demonstrating that you are competent
across the full range of activities described in the relevant unit(s).

Workplace Documents

Workplace Documents are individual pieces of evidence demonstrating work outputs that
ARE produced by you. The i tems are usually produced over a period of time and come
from different sources. In many cases, evidence will come from documents relating to
work completed on -the -job e.g. reports, letters and policies, meeting agendas etc. The
workplace documents must be valid. That is, they must relate to the elements and
performance criteria of the relevant unit(s) of competency. Workplace documents must be
sufficient and current, demonstrating that you are competent across the full range of
activities described in  the relevant unit(s).

Assignments

During previous training or while working, you may have had to complete assignments or

team projects. These items are usually prepared over a period. Where team project work

is submitted as evidence, only the work that you have completed can be used as evidence.
Your team leader must authenticate and validate your work.

Case Studies

A case study will require you to perform a number of different tasks or activities around

one theme. Your assessor may require you to answer questions or develop, produce
and/or demonstrate specific tasks based on the case study.

Projects

A project will usually require you to perform a number of different tasks or activities around
one theme.

Examples of work related projects are:

1 Writing a workplace document, for example an induction manual, a policy or a
procedure.

1 Solving a work based problem, such as how to rearrange an office to improve
workflow.

1 Researching information, for example finding out about workplace procedures,
proces ses products, or legislation. Writing progress reports, for example reports of
research, interviews or stages in a process. Conducting a verbal presentation, for
example doing a presentation of research or a proposal, or conducting a training
session. D esigning and producing a product, for example a merchandise stall or a
tool for metalwork.

Journal/Diary or logged time

Diary and logged time is also evidence for the tasks you perform relating to the relevant

unit of competency. In some instances, TRAIN EES require documented, validated time
when operating machinery or equipment. You should include a diary of time and the tasks
achieved. Your supervisor should validate this diary.

Testimonials /Awards

You can include testimonials from others and an y awards or recognition you may have
received. This evidence must relate to the unit of competency for which you are being
assessed.

Other Evidence

Other evidence may include workshops, on -the -job training, photographic and coaching.
You will need to ensure that your supervisor, trainer, coach, or mentor provides
documentation that relates to the unit of competency for which you are being assessed.
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Certificates, Qualifications & Transcripts

Current certificates and qualifications/statement of attainment issued by other registered
training providers are recognised as evidence. These must be current (issued within the
last 3 years) and include the written transcripts of the course content

Where certificates /qualifications are three or more years you must be able to support this
qualification with the currency of your skills for each unit. This means you must be able to
substantiate that you are using the qualification/units listed on the certificate. This could
include a written statement from your employer or job description.

Step 3 - Presenting your evidence

Use a well -sectioned folder to present your evidence. Section the folder according to your
application. For example - sections should be identified according to the unit code and name
for which you are applying and the evidence placed in each section. Where your evidence

applies to more than one unit (such as a qualification or certificate issued by another TEO) you
should make reference to the description of this evidence - e.g. insert a page stating "see
gualification & transcript éé" unit ééé"

Step 4 - On-Site or Desk Audit

Organise a mutually agreeable assessment time. If you have included demonstrat ions or work
documents as part of your evidence, you may have to organise your assessment in your
workplace. You must contact your assessor and your employer to arrange a suitable time.

Where your evidence is sufficient and can be assessed by the presen tation of your folder you
must make an appointment with your assessor - present your folder and be prepared to ‘'Show,
Tell and Apply ' your skills and knowledge.

During the interview, (on -site or during the desk audit) your assessor may ask you additiona
guestions.  Your assessor will also provide information about the assessment process,
procedures, and your right to appeal any decision the assessor may make.

Step 5 - Feedback

At the interview, your assessor will provide immediate feedback a bout your application. This
may include information about the sufficiency, currency, and validity of evidence you provide.

Step 6 - Assessment Notification

Successful

If the evidence you have provided demonstrates your competencies you may be granted:
1 Recognition for certain units and elements of a qualification or course.

1 A credit transfer from another course/institution.

Unsuccessful

If the evidence fails to demons trate the level of competency for any unit or element of
competency, the assessor can design a flexible training plan /pathway for you to complete

the qualification.

Training Plan/ Pathway

A training plan/pathway details which modules and units of competence that still need to be
completed. A training plan is customised specifically for you and can be reviewed or adjusted
at any time.

Credit Transfer

A credit transfer means that credit from one particular course or another educational or

training institution will recognise training program. Credit transfer is granted when a
participant has completed a unit of competency in another course and it is repeated in the

course they are considering taking.
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15 ETEC Assessment Policy and Procedure
Purpose
The purpose of this policy is to ensure that assessment at ETEC complies with NZQA

standards, the requirements of endorsed training packages on

of competency -based training.

Scope

This policy and related procedures apply to courses and units of competency included on

scope of registration, to assessors employed by

ETEC scope, and the principl es

ETEC

ETEC, to assessment strategies, processes and

instruments, to assessment record -keeping, and to information dissemi nated to staff, clients

and

the registering body in relation to all of the above.

Rights and responsibilities of students

they must provi c

1. Students must abide by ETEC regulations on the conduct of assessment and the
instructions of the assessor;

2. If a student cannot attend a schedul ed assessment
for the date of the assessment in order to be eligible for a supplementary assessment;

3. Students are entitled to two re -assessments for each unit of competency; should they be
deemed Not Yet C ompetent after two re  -assessments they will be required to repeat the
unit;

4. Students who believe that they have special needs or disabilities which should be taken
into consideration in the assessment process are responsible for advising their assessors of
such needs or disabilities in advance of planned assessment activities;

5. Students who believe that their academic results are inaccurate or unfair can access the
Complaints, Appeals Policy, and Procedure.

Procedure

Assessment and Appeals

1.

2.

Assessors inform  students of the assessment procedure and instruments for each unit of

competency at the beginning of the unit;

Assessors implement the assessment procedure as advised to students and gather
sufficient assessment evidence to make reliable judgments regardin g the competency and

where appropriate the  grade of each student;
Assessors deem each student Competent or Not Yet Competent for the unit.

Assessors give students individualized feedback on all assessments for the unit of

competency using the relevant Mar king Guide;
As per Figure 1:

i. Assessors e -mail soft copies of completed Competency Assessment Forms to the

Training Manager  within two working days of the completion of the module;

ii. Assessors forward hard copies of completed Competency Assessment Forms, Mark ing
Guides and, where appropriate, completed assessments, to the Training Manager  within

two working days of the completion of the module;

iii. The Training Manager checks results and samples of assessments, and forwards them to

the Training Administrator ~ for d ata entry and archiving;

Student appeals against assessment decisions are as per the Complaints and Appeals Policy

and Procedure

Re-assessments are organized and supervised as required by the Training Manager ;
Students deemed Not Yet Competent on re -assessment are counselled by the Training

Manager and furtherre -assessment is scheduled;

Students deemed Not Yet Competent on the second re -assessment are again counselled by

the Training Manager and advised that they must repeat the unit of competency;
The outcomes of appeals are documented and filed in the Trai ni
analysed for continuous improvement purposes;

Electronic assessment records are stored on the database for at least 30 years;
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8. Hard copies of assessment records and NZQ A Qualifications or Statements of Attainment
issued are stored on student files.

9. All assessments that count towards your final grade are subject to a strict moderation
process. Full details of the moderation process are to be found in the QMS documentatio n

10. Al | assessment sd ar e subject t o a process of pr e
provider moderation and external moderation

16 Training Methods

NZQA Qualification Levels by Sector of Accreditation

NZQA Qualification Schools Sector Vocational Education and Higher Education
Level Accreditation Training Sector Accreditation | Sector Accreditation

Level 10 Doctoral Degree

Level 9 Masters Degree

Level 8 Graduate Diploma &
Graduate Certificate

Level 7 Bachelor Degree

Level 6

Level 5 Diploma Diploma

Level 4 Certificate Certificate

Level 3 Senior Secondary

Level 2

Level 1

Competency Based Training

Competency Based Training is training that relates to the demonstration of skills, knowledge
and attitudes and the application required for effective performance in the workplace.

Nationally agreed statements called Competency Standards are used to describe the skills
and knowledge required for a person to operate effectively in the workplace. They contain
descriptors of outcomes to be achieved ( Elements) and criteria for performance

(Performance Criteria).

Some characteristics are:

1 Theory is combined with skill practice. Essential knowledge is learned to support the
performance of skills;
91 Detailed training materials are aligned to the competencies to be achieved and are
designed to support the acquisition of knowledge and skills;
1 Operates under the assumption that all participants can master the required knowledge or
skill, provided sufficient time and appropriate training methods are used;
Participantés knowledge and skills may bypass trainirt
Flexible training approaches (group, individual, self -paced, directed learning) are used,;
Adult learning principles and individual learning styles are acknowledged:;
Satisfactory completion of training is based on achievement of all specified competencies.

E ]
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17 Training Venue

Theory Classes:

ETEC

1/59 Carbine Road
Mt Wellington
Auckland, 1060

This is the venue for all theory classes.

Campus facilities include:

1. Computer Labs

2. Library
3. Common Room
Equipped with kitchen area, including microwave ovens, filtered water, tables and chairs

and vending machines.
4. Wireless Internet Access is accessible within the training environment without charges.

18 Occupational Health and Safety

Safety and Health Legislation and Policy

Each student is responsible for ensuring the health and safety of his or her environment by:

1 Making themselves aware of the relevant ETEC policies, procedures and instructions

1 Complying with all ETEC policies, procedures and instructions

9 Taking reasonable care of them selves and others in the workplace

1 Co-operating with management so that employees of ETEC carry out their duties under the
Health and Safety in Employment Act 1992

1 Reporting all known or observed hazards, incidents and injuries

Evacuation Procedure

Upon hearing the evacuation alarm, all students must immediately move to their designated

assembly area and follow the instructions given by Staff. The building must not be re -entered
until you are instructed to do so by emergency personnel.

If the evacuation  siren sounds:

go to the nearest safe fire exit as directed by Staff

only take your personal belongings

do not use lifts or telephones

advise Staff of any injured person as soon as possible

when you get outside, go to the nominated assembly area and remain in class groups

do not remove vehicles from campus grounds during evacuation.

E I s

Bomb Threat Procedure

Upon receiving advice that a bomb threat exists, the Staff will advise people in the affected
area to leave immediately. If a suspicious item is fo und, do not touch it. Leave the area and
report to Staff.

First Aid

If you are in need of emergency first aid, please inform your Trainer, who will direct you to a

First Aid Officer. Arrangements may be considered for you to visit a doctor or take you h ome.
If you have an accident that requires medical attention on the campus, it must be reported and

an Accident Report Form completed.
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Ambulance cover

In the event of a student requiring emergency medical treatment, ETEC has a duty of care to
call an a mbulance. Please ensure your medical insurance includes ambulance cover.

After Hours Evacuation

If you discover a fire, chemical spill, bomb threat emergency after 5.00 pm:
Raise the alarm by contacting Fire Brigade on 111.

Insurance Cover

ETEC maintains insurance cover for students during a formal work experience program, when
that student is not receiving payment. The insurance cover applies to the difference between
standard Medicare cover and incurred final medical expenses.

Damage to Employer Equipment

ETEC insurance policy does NOT cover damage to employer equipment caused by a student.

Motor Vehicle Injury

In the event of an injury resulting from a motor vehicle accident where someone else is at
fault, a claim should be made directl y to his or her insurance company. However, ETEC
should be advised if there is a likelihood of permanent injury.

Smoking on ETEC Premises

The No Smoking Policy precludes anyone from smoking while on ETEC premises. This includes
the areas immediately out  side entrances to ETEC buildings. 'No Smoking' signs have been
installed around ETEC building and grounds and they must be obeyed at all times. Offenders

may face disciplinary / corrective action.
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19 Courses Available at ETEC

ETEC currently provides the following courses:
1. Diploma in Electronic Engineering (Level 5) i Version 1 Pending NZQA Approval

The Diploma in Electronic Engineering (Level 5) is a qualification for people preparing for a
career in the Electronic Engineering an d Consumer Electronics industry sectors.

It combines electronics theory with practical measurement, diagnostics, and industry generic

and some specialist skills. In addition, the qualification covers the theory and practical
components needed for  Electrical Appliance Serviceperson (endorsed to Disconnect and
Connect) 71 registration (EWRB Registration) . Furthermore, the qualification also covers
essential knowledge of statutory requirements, supervision and management required for a
supervisory, ma nagement or business ownership role in these industry sectors. This provides a

firm foundation for practical employment or self -employment, for the assimilation of specific
product and system knowledge, as well as for further on and off -job learning atlev el 6 and
beyond.

This diploma course also satisfies the following embedded National Certificate

requirements:
1. National Certificate in Electrical Engineering (Electrical Appliance and Electronic
Servicing) (Level 3);
2. National Certificate in Electronic Engineering (Level 3); and
3. National Certificate in Electronic Engineering (Level 4).

All of the unit standards are compulsory.
2. National Certificate in Electrical Engineering (Level 2) i Version 7

This is an introductory certificate for people wishing to pursue employment and further training

in the electrical and related industries. It is the first stage of training programmes leading to
gualifications as an electrician, or in switchgear fitting, motor rewinding and repair, industrial
measurement and  control, electronic security and related trades. Typically these programmes

take three to four years, with this qualification normally being gained in the first year. This

qualification may also be used as the basis for a pre -trade course prior to employ ment in the
above industries.

Holders of the qualification have a fundamental knowledge of:
principles of electricity and magnetism;

capacitors and semiconductors;

simple electrical diagrams;

simple mathematics and mechanics;

simple electrical instruments and measurements;
the installation of flexible cords;

soldering of wires and components;

the use of safeguards with portable appliances;

first aid and cardio  -pulmonary resuscitation;
electrical safe working practices and safety testing; and
basic employment rights and responsibilities.

=8 =8 =8 -8 -85 _8_8_9_-9

The qualification has credits in common with, and can lead to, the National Certificate in
Electrical Engineering (Level 3) [Ref: 0223]. Alternatively this qualification can lead to the
National Certificates in Ele  ctrical Engineering (Switchgear Fitter) (Level 3) [Ref: 0933];
Electrical Engineering (Motor Rewinding and Repair) [Ref: 0412]; Industrial Measurement and
Control (Level 4) [Ref: 0410]; and Electronic Security (Installer) (Level 3) [Ref: 1102].
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3. National Certificate in Electrical Engineering (Level 3) i Version 5

This qualification marks an intermediate stage in the training programme for people wishing to

qualify as an electrician. Electricians install, maintain, and repair electrical wiring and electrical
and electronic equipment in residential, commercial, and industrial environments. The

qualification is typically achieved in the second or third year of a three to four year training

programme.

Holders of this qualification have gained a range of knowledge and skills assessed both off -the -
job (during courses conducted by accredited training providers) and on -the -job (in the
workplace):
i knowledge of basic electrical theory, concepts, and trade practice
i skills and knowledge related to working saf ely in the electrical environment, including first
aid, cardio -pulmonary resuscitation, safe -working practices, and safety testing
1  some knowledge and application of relevant legislation, codes of practice, and standards
i knowledge of the New Zealand electri city supply
i competence in some of the practical skills required of a fully qualified electrician
i generic skills and knowledge related to working effectively in the electrical industry, such

as communication skills, report writing, and rights and responsibilities as an employee

i draw and interpret electrical diagrams; and

i knowledge of electric motors.

This qualification includes all of the standards of the National Certificate in Electrical

Engineering (Level 2) [Ref: 0174], and can lead to the Nat ional Certificate in Electrical
Engineering (Electrician for Registration) (Level 4) [Ref: 1195]. The level 4 qualification may

be followed by registration and licensing as an electrician by the Electrical Workers Registration
Board.

This qualification s  hares credits with the National Certificate in Electricity Supply (Electrical)
(Level 3) with strands in Electricity Supply Electrician, Electrical Fitter, and Electrical Technician
[Ref: 1294].

4. National Certificate in Electrical Engineering (Electrician for Registration) (Level
4) i Version 2

This qualification is for people wishing to pursue a career as an electrician. Electricians install,
maintain, and repair electrical wiring and electrical and electronic equipment in residential,
commercial, and i ndustrial environments. The qualification has been designed to prepare
trainees for a productive role in industry, and to cover the requirements for registration as an
electrician under the Electricity Act 1992.

Typically, the qualification will be gaine d during the course of a three to four year training

programme. Holders of this qualification have gained a range of knowledge and skills assessed

both off -the -job (during courses conducted by accredited training providers) and on -the -job (in
the workplac e). As this qualification shares credits with the National Certificate in Electrical

Engineering (Level 2) [Ref: 0174] and the National Certificate in Electrical Engineering

(Level 3)[Ref: 0223]trainees also have the option of applying for one or both o f those
certificates.

Holders of this qualification have demonstrated:

knowledge of electrical theory, concepts, and trade practice, usually assessed during off -
job training courses

skills and knowledge related to working safely in the electrical environment, including first
aid, cardio -pulmonary resuscitation, safe -working practices, and safety testing

1
1
knowledge and application of relevant legislation, codes of practice, and standards
know ledge of the New Zealand electricity supply

1

competence in the practical skills of an electrician, usually assessed in the workplace.
This includes installation of cables, equipment, and fittings in various environments,
maintenance and repair of electrica | equipment, and testing of installations
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9 generic skills and knowledge related to working effectively in the electrical industry, such
as communication skills, report writing, and rights and responsibilities as an employee

1  knowledge of the theory required for the registration of electricians.

The qualification also includes elective credits, reflecting the wide range of contexts in which
electricians work. Trainees may choose standards that cover further skills and knowledge in

the areas of electrical and electronic engineering, industrial processes, fire d ETECtion and
alarm systems, and telecommunications.

Holders of this certificate may apply to the Electrical Workers Registration Board (EWRB) for

electrical registration and a pr actising license under the provisions of the Electricity Act 1992.
They must do so if they wish to do prescribed electrical work as an electrician without the

supervision of a Supervisor of Electrical Work.

This qualification can lead to the National Cer tificate in Electrical Engineering
(Level 5) [Ref: 0951]or the National Diploma in Engineering ( Electrotechnology) (Level 6)
[Ref: 1313].

This qualification shares credits with the National Certificate in Electricity Supply (Electrical)
(Level 4) with st  rands in Electricity Supply Electrician, Electrical Fitter, and Electrical Technician
[Ref: 1295].

5. National Certificate in Electronic Security (Installer) (Level 3) i Version 1

This is the basic qualification for people wishing to pursue a career in the electronic security
industry. It has been specifically designed for installers of electronic security systems, such as
intruder alarms, closed circuit television, access controls, and intercom systems.

Typically, this qualification may be gained during the course of a two to three year traineeship,
incorporating learning in the workplace and off -job. The trainee completes the prerequisite
National Certificate in Electrical Engineering (Level 2) [Ref: 0174], which is the common

introductory qualification for a variety of electrotechnology occupations, and then the National
Certificate in Electronic Security (Installer) (Level 3) [Ref: 1102]. Some training providers

may integrate learning for the two certificates into a common programme.

This qualificati on satisfies the requirements for registration and licensing as an Electrician
limited to Electronic Security Installer by the Electrical Workers Registration Board (EWRB).
This registration is a limited electrical registration, which covers the safe connection of security
systems equipment to existing 230 volt subcircuits in domestic installations. See Special Notes

for further details.

The compulsory section covers:

regulations and standards applicable to electronic security

electronic security sub  -systems and terminology

electronic security installation requirements and procedures
connection, testing, and programming of intruder alarm systems
cable support systems and cables

practical installation of intruder alarm systems

report writing

customer service skills

knowledge and practical skills relating to the safe connection of alarm panels to existing
electrical subcirc uits in domestic installations.
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The elective section covers practical installation of access control equipment, closed circuit
television (CCTV), and security intercom equipment.

This qualification is also of relevance to qualified electricians intending to work in the security

installations field. Qualified electricians may apply to the ElectroTechnology Industry Training
Organisation for Recognition of Prior Learning.
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Holders of this certificate may progress to the National Certificate in Electronic S ecurity (Level
4) [Ref: 0788], which is for technicians and recognises the skills required for designing,

installing, commissioning, and maintaining more complex security systems, and supervising

within the electronic security industry.

6. National Certificate in Electronic Security (Level 4) i Version 2

This qualification is for technicians working in the electronic security industry. It is designed to
recognise the skill required for designing, installing, and commissioning electronic security
systems, s uch as intruder alarms, closed circuit television, access controls, and intercom
systems, in domestic, commercial, and industrial situations.

Typically, this qualification may be gained towards the end of a three to four year traineeship,
during which tra  inees first complete the National Certificate in Electrical Engineering (Level 2)
[Ref: 0174] and the National Certificate in Electronic Security (Installer) (Level 3) [Ref: 1102].

The compulsory section covers:

1 knowledge of electronic security systems an d equipment functions

9 design of electronic security intruder alarm and access control systems

9 commissioning and hand - over of integrated electronic security systems.

The elective section allows the candidate to choose between further design standards cove ring
closed circuit television (CCTV) or intercom systems, or a first line management standard,
which would be appropriate for technicians required to supervise the work of others.

The qualification may lead to the National Diploma in Engineering (Level 6) with strands in
Computer Engineering, Electrical Engineering, Electronics, Industrial Measurement and Control,
and Telecommunications [Ref: 0846].

7. National Certificate in Electrical Engineering (Electrical Appliance and Electronic
Servicing) (Level 3) i Version 2

This qualification is for people engaged in the servicing of electrical appliances and electronic
equipment and marks an intermediate stage in their training. It incorporates a variety of skills

and underpinning knowledge to prepare technici ans to competently and safely service a wide
range of small appliances, electric tools and electronic equipment. The qualification also meets

the legal requirements for registration with the Electrical Workers Registration Board (EWRB)

as an Electrical Se rvice Technician (EST) registration with a 230 volt limitation, including
connection of single phase appliances to fixed outlets.

Typically this qualification is gained after approximately two years of training and work
experience.

Holders of this qualif ication have knowledge and skills relating to:
first aid and cardio  -pulmonary resuscitation

safe electrical work practices

magnetism, electricity, and mains supply systems

soldering and wiring skills

selecting and connecting flexible leads

electrical prote ction, isolation, and connection to the supply
safety and operational testing of appliances

single phase motor theory and replacement

proper use of tools

power supplies and semiconductor devices

fault -finding techniques

=8 =8 =8 -8 -4 _-4_8_48_48_°9
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i competence in practical servicing of electrical appliances that meets the requirements for
EST registration with a 230 volt limitation, including connection of single phase appliances
to fixed outlets

1 theory requirements for EST registration with a 230 volt limitation, including connectio n of
single phase appliances to fixed outlets

1 maths and mechanics.

The qualification is one of the prerequisites for the National Certificate in Electrical Engineering
(Electrical Appliance and Electronic Servicing) (Level 4) with strands in Commercial El ectrical
Appliances, Domestic Electrical Appliances, Electronic Consumer Goods, Office Equipment, and
Portable Electrical Appliances and Power Tools [Ref: 1266]. Itis a useful foundation for

product - specific training.

8. National Certificate in Electrical Engineering (Electrical Appliance and Electronic
Servicing) (Level 4) with strands in Commercial Electrical Appliances, Domestic
Electrical Appliances, Electronic Consumer Goods, Office Equipment, and Portable
Electrical Appliances and Power Tools (Level 4) i Version 1

This qualification is for people engaged in the servicing of commercial electrical appliances,

domestic electrical appliances, electronic consumer goods, office equipment, portable electrical
appliances and power tools. It incorporates a v ariety of skills and knowledge needed to pursue
a career as an electrical appliance service technician or an electronics technician, as reflected

in the five strands of the qualification:

1 Commercial Electrical Appliances i for example industrial refrigeration, industrial grade
electrical appliances and equipment.

1 Domestic Electrical Appliances (whiteware) i for example domestic stoves, refrigerators.

9 Electronic Consumer Goods (brownware) 1 for example televisions, Digital Versatile Disc

players, and sound systems.

Office Equipment i for example facsimile machines, photocopiers and printers.

Portable Electrical Appliances and Power Tools 1 for example cake mixers, electric shavers,
hair dryers, electric drills and skill saws.

=a =4

After qualifying for  the national certificate in one strand, technicians may qualify for additional
strands by completing only the requirements of that ad

This qualification builds on any of the following National Certificates; National Certif icate in
Electrical Engineering (Electrical Appliance and Electronic Servicing) (Level 3 ) [Ref: 1265], the
National Certificate in Electrical Engineering (Level 2) [Ref: 0174], or the National Certificate in
Electronic Engineering (Level 3) [Ref: 1093] and s typically gained during the third or fourth

year of training and work experience.

The compulsory section is designed to ensure that all holders will have knowledge and skills
relating to:

alternating current theory

direct current power supplies

first aid and cardio -pulmonary resuscitation

report writing

safe electrical work practices

semiconductor power devices

three -phase theory.
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This qualification may lead to the National Diploma in Engineering (Level 6) with strands in
Computer Engineering, Electri ~ cal Engineering, Electronics, Industrial Measurement and Control,
and Telecommunications [Ref: 0846].
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9. National Certificate in Electronics Technology (Level 2) i Version 6

This is an introductory certificate for people interested in electronics and who may wish to
pursue further training and employment in this field. The qualification has been developed for
use in two training environments:
1 in high schools, where a one year course is offered at Year 12;
1 in private training establishments and polytec hnics, where it serves as a pre -employment
qualification for those seeking employment in the electronics industry, or as the first stage
in an apprenticeship in the electrotechnology industry.

The qualification combines the following skills and knowledge:

1 afundamental level of mathematics, computing, physics, chemistry, or technology,
represented by the elective standards;

basic electrical direct current principles relevant in the study of electronics;

basic electronic components;

combinations of componen ts to form simple electronic systems;

practical construction of a printed circuit including hand soldering of components;
construction of simple electronic products.

=A =4 =4 -8 -9

After achieving the National Certificate in Electronics Technology (Level 2) [Ref: 0240], people

interested in pursuing further training and employment in this field may wish to continue with

any of the following:

1 National Certificate in Electronics Technology (Level 3) [Ref: 1005] - normally delivered at
Year 13;

9 take up an apprenticeship in electronics or electrical industries and study for the National
Certificates in Electronic Engineering at Levels 3 and 4 [Refs: 1093 and 1123] or the
National Certificates in Electrical Engineering at Levels 2, 3, 4, and 5 [Refs: 0174, 0223,
1195, and 0951 |;

1 study for a National Diploma in Engineering (Electrotechnology) [Ref: 1313].

10.National Certificate in Electronics Technology (Level 3) i Version 4

This qualification builds on the National Certificate in Electronics Technology (Level 2) [Ref:

0240] and is designed for people interested in electronics who may wish to pursue further

training and employment in this field. The qualification has been developed for use in two

training environments particularly for people who have completed the National Ce rtificate in
Electronics Technology (Level 2) [Ref:  0240]:

9 in senior secondary schools, where a one year course is offered at Year 13;

9 in private training establishments and polytechnics, where it serves as a pre -employment
qualification for those seeking employment in the electronics industry, or as the first stage
in an apprenticeship in the electrotechnology industry.

The compulsory component recognises skills and knowledge in the construction, operation, and
performance of:

9 electronic programmable circ  uits
91 electronic devices
9 electronic prototypes.

The elective component allows candidates to select skills and knowledge relevant to their
training needs and employment goals.

Elective 1 recognises skills and knowledge in electronics technology from a mini mum of two of
the following areas:

9 electronic product development
I ADC and DAC digital electronic interface devices
9 logic circuits.
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Set A of Elective 2 recognises skills and knowledge in technology using specified achievement
standards from the  Technology 1 General Education domain. Set B recognises a range of skills
and knowledge related to electronics technology from both achievement standards and unit
standards.

After achieving the National Certificate in Electronics Technology (Level 3) [Re f: 1005], people
interested in pursuing further training and employment in this field may wish to continue with
any of the following:
9 take up an apprenticeship in electronics or electrical industries and study for the National
Certificates in Electronic En  gineering at Levels 3 and 4 [Refs: 1093 and 1123] or the
National Certificates in Electrical Engineering at Levels 2, 3, 4, and 5 [Refs: 0174, 0223,
1195, and 0951];

study for the  National Diploma in Engineering (Electrotechnology) (Level 6) [Ref: 1313];
study for an engineering degree.

E ]

11.National Certificate in Electronic Engineering (Level 2) i Version 2

The National Certificate in Electronic Engineering (Level 2) is an entry level industry

qualification for those seeking employment in one of the many technical branches of the
electronics industry. It may also form the first stage of a 3 to 4 year electronics technician
apprenticeship.

It combines basic knowledge of electronics with a variety of practical skills fundamental to
work safety in the indus  try environment. For some occupations this may be the only
qualification needed. In other situations this qualification could be the start of a path leading
to full electronics technician roles at level 4 and beyond.

Specific electronic knowledge and sk ill includes

9 basic concepts of circuits, measurements and calculations;
i1 basic electronic components and systems;

1 construction of a simple printed circuit and product.

Generic industry skills include

1 soldering, electrostatic precautions, and basic workshop fabrication skills;

9 cardio -pulmonary resuscitation and first aid;

1 customer service;

1 report writing;

1 employment rights and responsibilities;

91 operation of computer system;

i trade mathematics and mechanics; and

1 electrical safe working practices.

Unit standar ds 18239 to 18243 in this qualification are also contained in the National
Certificate in Electronics Technology (Level 2) [Ref: 0240], widely taught in high schools at
Year 12 and elsewhere. Some students may therefore already have some credits towards t his
qualification.

This qualification may lead to the National Certificate in Electronic Engineering (Level 3)
[Ref: 1093] , the proposed National Certificate in Electronic Engineering (Level 4) and the
National Diploma in Engineering (Level 6) with strand s in Computer Engineering, Electrical
Engineering, Electronics, Industrial Measurement and Control, and Telecommunications

[Ref: 0846]. Some of the credits from this qualification could also be used for the National
Certificate in Electronic Manufacturing (Level 3) [Ref: 0434].

12.National Certificate in Electronic Engineering (Level 3) i Version 1

The National Certificate in Electronic Engineering (Level 3) is an intermediate qualification for
electronics technicians training on a 3 to 4 year apprenticeship.
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It combines electronics theory with practical measurement, diagnostics, and industry generic
skills. In addition, the qualification covers the theory and practical components needed for
Electrical Service Technicians T A registration . Th is provides a firm foundation for practical
employment, for the assimilation of specific product and system knowledge, as well as for

further on and off  -job learning towards full technician status at level 4 and beyond.

Most of the unit standards are comp ulsory but there is a small elective section designed to

satisfy certain industry preferences. Unit standards 19745 and 19747 in the elective section

are also contained in the National Certificate in Electronics Technology (Level 3) [Ref: 1005],
delivered in a number of high schools at Year 13. Students who have already achieved these

unit standards may use them for their electives in this certificate.

This qualification may follow the National Certificate in Electronic Engineering (Level 2)

[Ref: 1092], and lead to the proposed National Certificate in Electronic Engineering (Level 4)
and the National Diploma in Engineering (Level 6) with strands in Computer Engineering,

Electrical Engineering, Electronics, Industrial Measurement and Control, and

Telecomm unications [Ref: 0846]. Some of the credits from this qualification could also be

used for the National Certificate in Electronic Manufacturing (Level 3) [Ref:  0434].

13.National Certificate in Electronic Engineering (Level 4) i Versionl

The National Certificate in Electronic Engineering (Level 4) is an advanced qualification for

people who wish to pursue a career as a servicing technician in the areas of industrial,

domestic, commercial, telecommunications, marine, or military electronics . It recognises the
knowledge and skills required to perform competently and safely in the testing, maintenance,

and repair of electronic equipment and products to either module level or component level.

Typically, the qualification will be gained during a three to four year traineeship, incorporating
learning in the workplace as well as on courses conducted by accredited training providers.
This qualification would normally follow on from the National Certificate in Electronic

Engineering (Level 3)  [Ref: 1093].

This qualification may lead to the National Diploma in Engineering (Level 6) with strands in
Computer Engineering, Electrical Engineering, Electronics, Industrial Measurement and Control,
and Telecommunications  [Ref: 0846].

The qualification  comprises a compulsory section, and two elective sections, to provide
flexibility within the qualification and allow application in a variety of electronics industry
contexts.

The compulsory section of the qualification covers knowledge to an advanced level required for
the electronics industry and includes switching power supplies, d.c. and a.c. principles, digital
and analogue electronics, electronic measurement, and diagnosti ¢ techniques.

The first of the elective sections allows candidates to select appropriate skills for their roles in

the electronics industry from a variety of unit standards which cover knowledge and skill to

enable candidates to service electronic equipme nt and diagnose and repair faults on electronic
equipment to module or component level. The areas covered include industrial,

telecommunications, consumer, office equipment, radar, radio transmitter and receiver

equipment, microprocessor controlled electr onic systems, computers and their peripherals as
well as data communications equipment, and marine electrical and electronic systems and
equipment. Also included is a unit standard that deals with the installation and commission of
electronic equipment  as well as a more generic unit standard covering diagnostics for
electronic systems to module level

The second of the elective sections allows candidates to select additional unit standards to

cover skills for their roles from the electronic engineering su bfield, such as: transducers,
electronic filters, and radio communications techniques and radar principles.
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14.We also provide the following Registration and Certification (short) courses:

Registration and Certification Course of Instruction | Examination/
Courses and Exams/Assessments: Practical Assessment
Electrical Inspector: No Yes

Electrical Theory: Yes Yes

Electricians Regulations: Yes Yes

Electricians Practical Assessment: Yes Yes

Electrical Installer: Yes Yes

Security Installer: Yes Yes

Security Installer Practical: Yes Yes

Electrical Appliance Serviceperson: Yes Yes

Electrical Service Technician: Yes Yes

Certified Fibre Optic Installer/

Technicians courses and exam: ves ves

Heat Pump Installers Certificate: Yes Yes

As well as:

1 Electronic Security Bridging Course for people with the National Certificate in Electronic
Security L3, who wish to upgrade to one of the Installer Certificate s

9 Electronic Security Bridging Course for people with the National Certificate in Electrical
Engineering L4, who wish to work in the Electronic Security Industry

91 Skill Gap Training for those wishing to complete a qualification or gain additional training.

1 Specialised courses to suit particular applications or requests (Private and Corporate)
Costs on application

20 Vocational Outcomes

The National Certificate programmes are qualification s with a theoretical base and consist of

technical, regulatory and application competencies used to plan, install, carry out, diagnose

and test work completed. These course s aim to develop a broad awareness and understanding

of the Electrotechnical industry. The skills and competencies attained at this level reflect those

required by tradespersons and Technician . Certificate holders  at the appropriat e level may seek
registration from the EWRB, and employment in Electrotechnical sectors at technician and
eventually supervisor  level s or further study at the diploma or higher  level s.

The Diploma program is a qualification with a greater theoretical and diagnostics base and
consist s of specialised, technical, and managerial competencies used to plan, carry out, and
evaluate work of self and /or team. This course aims to develop a broad awareness and
understanding of the Electro nics industry sectors . The skills and competencies attained at this
level reflect those required by managers and supervisors and in self -employment . Diploma
graduates may seek employment in Electro nics operations at a supervisory level , move into
self-employment, or further stu dy at the degree level.

The Diploma in  Electronic Engineering provides a thorough grounding in electronic theory,
application, diagnostics and design . The Diploma also includes basic business skills and
management theory. Also included are three embedded National Certificates at Level 3 and 4,
that lead to EWRB Registration.
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21

Registration and Accreditation Status

ETEC is a privately owned high quality specialist and niche provider.

ETEC is:

1 NZQA Registered and A ccredited
1 EWRB Approved

1 FOA approved

1 ETITO Contracted as a provider for:

o Electrical Engineering (Electricians) T Waikato, Auckland and Northland

o Electrical Engineering (Appliance and Consumer Electronics) T Nationally
o Electronic Engineering 1 Nationally

0 Telecommunications 1 Nationall y

o Initial Safety Training for EWRB Purposes

T Auckland and Distance Students

1 The provider of choice to:
0o Royal New Zealand Navy
0 Telecommunications Corporate Organisations for National programmes and also
specialist courses designed for their use only.
o Office Product Corporate Organisations
22 Enrolment & Orientation Procedures

Prior to course commencement an orientation program is conducted for all new international
students. This program includes:
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health cover

visa rights and responsibilities
accommodation issues
description and tour of campus
course attendance requirements

Code of Practice for the Pastoral Care of International Students and IEAA

ETEC commitment to students
complaints and appeals process
transportation

description of Auckland  and its surrounds
student ID card

dress code requirements

timetables

location of class rooms / training facilities
key personnel

course credit

Health and Safety

course requirements

training methods

assessment methods

legal services
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23 Commencement Dates

2011 Academic Course Calendar

1. National Certificate Programmes

Our national certificate programmes are all based on self -paced learning processes, and
deal only with the off -job components. On -job components are completed as part of the
training agreement, or against and evidence portfolio.

These programmes are all open -entry || open  -exit.

2. EWRB Short Courses

Thes e course dates are defined by the date of examination as set by the Electrical Workers
Registration Board (EWRB). At the beginning of each year, the appropriate course dates for
the year will be published on our website T www.etec.ac.nz

3. Other Short Courses

These courses are based on demand to a large extent. Each quarter, dates will be published
on our website 1 www.etec.ac.nz

4. Diploma Programmes

5. Semester 1, 2011 (Intake)

6. Start: 10 January 2011 Finish: 21 December 2012
7.

8. Semester 2, 2011 (Intake)

9. Start: 1 July 2011 Finish: 15 June 2013

Holidays are not always guaranteed as scheduled on the calendar. Students will be notified in

advance if holidays do not apply to t

NEW ZEALAND PUBLIC HOLIDAYS

hat particular intake.

Day of Observance

2010

2011

New Year's Day

Friday, 1 Jan

Saturday, 1 Jan

Auckland Anniversary

Monday, 1 Feb

Monday, 31 Jan

Waitangi Day

Saturday, 6 Feb

Sunday, 6 Feb

Good Friday

Friday, 2 Apr

Friday, 22 April

Easter Saturday

Saturday, 3 Apr

Saturday, 23 April

Easter Monday

Monday, 5 Apr

Monday, 25 April

Anzac Day

Monday, 26 Apr

Monday, 25 April

Queen's Birthday

Monday, 7 June

Monday, 6 June

Labour Day Monday, 25 Oct Monday, 24 Oct
Christmas Day Saturday, 25 Dec Sunday, 25 Dec
Boxing Day Monday, 27 Dec Monday, 26 Dec

Course Duration

All course durations include scheduled holidays
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24 Time Commitment

1. National Certificate Programmes
Our national certificate programmes are
deal only with the off  -job components. S
of study per week for the year.

all based on self -paced learning processes, and
tudents should generally plan on at least

2. EWRB Short Courses
All ETEC short courses are full -time, requiring 3to 5 days of scheduled course contact in
the week prior to the national examination. The number of days will be specified in the
course enrolment documentation, which can be downloaded from our website i
www.etec.ac.nz . All of these courses have a recommended requirement of between 3 and 6
weeks pre -reading and studying.

3. Other Short Courses
All ETEC short courses are full -time, requiring 3 to 5 days of scheduled course contact. The
number of days will be specified in the course enrolment documentation, which can be
downloaded from our website T www.etec.ac.nz

10 hours

4. Diploma Programmes

All ETEC diploma courses are full -time, requiring

contact hours per week while the course is in session

generally plan on at least 20 hours of private study

a minimum of 20 scheduled course
In addition, students should
for the Diploma.

25 Refund Policy

Category

Time refund

Amount of refund

Documentary evidence

Required application for formal courses required
received
All payments 1 Original letter of rejection
Visa Refusal or _ less _1(_)% or $500 from_ the _
At any time administration fees 9 Immigration New Zealand

Application Refusal

(See Note Below)

fBased upon ETEC
Discretion

Withdrawal or
Transfer

Prior to course
commencement
and within seven
days of
commencement

All payments
less 10% or $500
administration
(See Note Below)

9 Proof of Course withdrawal

1 Offer Letter from other
Institute.

1 Original air ticket

1 Letter from student

More than 8 days

Refunds by

. None
after the course compassionate
has commenced consideration only
Rejection of Visa After course has None
No refund
Renewal commenced
Visa Cancellation None
for Breach of Visa At any time No refund
Conditions
Refund if the If transferring to another
Provider Defaults At any time Full refund institute, the refund will be

sent to the new institution.

Appeal for refund

application outcome

If the refund application outcome is not satisfactory, students can lodge

an appeal. The appeal will be reviewed by the Director,

ETEC.

Note:

months will be the full cour

lesser amount.
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Conditions of refund

1. Refund will be paid in New Zealand Dollars directly into a nominated overseas bank account
or sent by Cheque to your overseas address.

2. Where appropriate,  refund will be paid directly to your sponsor.

3. The refund will be paid within the 4 weeks after receiving a written claim from the student
or within 2 weeks of the Institute being unable to meet contract obligations with the
student.

4. In the unlikely event of default by Electrotechnical Education Centre Ltd trading as ETEC,
the institute is fully covered by the Public Trust and refunds will be allocated by that
organisation.

5. ETEC dispute resolution process does not circumscribe the student's right to pursue other
legal remedies. This agreement, and the availability of complaints and appeals processes,
does not remove the right of the student to take action under New Zealand's con sumer
affairs laws.

6. Please contact Administration Department admin@etec.ac.nz

7. Students should be aware that their personal and contact details; enrolment details and
any suspected breach of student visa conditions mi ght be made available to government
bodies, designated authorities, the Tertiary Education Commission as per Immigration New
Zeal andbés requirements and the Ministry of Educati
Care of International Students. o

8. This poli cy and the availability of complaints and appeals processes do not remove the right
of the student to take action under New Zeal andds

26 Arrangements for Protection of Student Fees

Fees for each course and ETEC Refund Policy are outlined on ETEC website. Fees should be
paid directly to Public Trust (New Zealand), who holds full cover for all ETECi NZ student fees.

All Private Tertiary Providers in New Zealand are required to carry full protection for student

fees and to provide evidence of this to the Ministry of Education. Public Trust (New Zealand)

who manages all payments, refunds and administration of student fees on ETEC behalf provide
ETEC protection.

Further details about the services that Public Trus t provides and protection of student fees are
available on ETECiI NZ website www.etec.ac.nz

27

Student sd Rights and Responsi bil

There are many rules and regulations that govern your rights and responsibilities as a student
studying in New Zealand, including:

f
1
f

il

1
1

Students must remain enrolled as a full time student at all times
Students must attend 80% of classes

Students must ensure that ETEC has current contact details, accommodation  type and
residential address a t all times
Students must notify ETEC of any change of address, accommodation  type or contact

details within 7 days of moving

Students must meet satisfactory course progress requirements

Students must hold a valid visa for New Zealand at all times , and abide by current
Immigration NZ rules pertaining to that visa.

Any school -aged dependants accompanying an international student to New Zealand will be
required to pay full fees if they are enrolled in either a government or non -government school.
Current fees for government schools are approximately $10,000 - $15,000 per child per
annum. Any school -aged dependants must enrol in a school if they join the student visa
holder in New Zealand for more than 3 months.
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As astudentat ETEC, you have the right to:

1 Be given accurate and up to date information about ETEC, procedures and your course
1 Have a say about how your course is taught and to expect that your course will not be
changed without prior consultation with students

Question unfair assessm ent results and to appeal the result if necessary

Not be charged arbitrary or excessive fees

Study in a safe and healthy environment free from prejudice, violence or harassment

Access services and facilities on the same basis as local students

Make a compl aint and to have it seriously investigated and responded to

=A =8 -8 -8 A

Studentsd rights and responsibilities are outlined on
http ://www.minedu.govt.nz/NZEducation/EducationPolicies/InternationalEducation.aspx

Welfare and guidance services

ETEC provides assistance for students through the offshore recruitment officers, who also are

available to assist students with their plans to come to ETEC and in adjusting to life in New
Zealand. Students attending ETEC have access to the counselling and support services,
including help and advice from the Managing Director , Academic Director , and Training
Manager .

Special Needs

ETEC recog nizes that each student is an individual and has different needs. If you think that

you have particular needs, which affect your learning or your ability to participate in training

and assessment, please talk to your trainer. If you think that your train er has not given
sufficient to meet your needs, you should send an email to admin@etec.ac.nz  and explain how
your needs are not being met. ETEC will make every effort to meet your needs so that your

study with us is successful.

Special needs may include:

relevant prior training and/or employment
learning styles

physical or intellectual ability

language, literacy and numeracy levels
location

cultural or ethnic background

Socio -economic factors.

E R R

Contact Details

Who? Why? How?
Your provider For policies and procedures A Speak with your provider. Go to
that affect you your providerés web
Ministry of For your Code of Practice A www.minedu.govt.nz
Education rights and responsibilities Email:
and further information international.unit@minedu.govt.nz
International For any complaints or A Phone + 64 4 462 6660
Education Appeal concerns Email ieaa@justice.govi.nz
Authority (IEAA)
Immigration New For visa matters A www.immigration.govt.nz
Zealand Phone 0508 558 855 in New
Zealand
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28 Withdrawal Arrangements

Under immigration regulations and the Code of Practice, international students can only

transfer from one institution to another within the duration of the course they originally

enrolled in. ETEC processes all requests from students for transfer to other providers in
accordance with its Student Transfer Policy. Students requesting a transfer within this period

must have a valid offer from another registered provider and documentary evidence of
exceptional circumstances.

29 ETEC Responsibilities

As a PTE, (Private Training Establishment ) ETEC is required to meet various obligations under

the Code of Practice for the Pastoral Care of International Students legislation. These can be

described broadly as:

1 Meeting quality assurance standards

9 Providing appropriate Pastoral Care

1 Having assessed and ensured that any homestay provision has met with the Code, and that

this information is available to students on request to info@etec.ac.nz;

Complying with tuition and financial assurance requirements ; and

Encouraging overseas students recruited to study in New Zealand to comply with the

conditions of their visas, and reporting those who do not.

1 For further information refer to the Code of Practice for the Pastoral Care of International
Students and th e Ministry of Education's website:

http://www.minedu.govt.nz/NZEducation/Educatio nPolicies/InternationalEducation/ForProvider

f
f

sOfInternationalEducation/CodeofPracticeforinternationalStudents.aspx

30 Termination of Enrolment

Enrolment may be terminated if students do not maintain a satisfactory academic standard for

the first semester of the course or if the course requirements are not met. In such cases, the

student will have 20 days in which to appeal against the decision to terminate their enrolment

and report them to Immigration New Zealand by means of their electronic rep orting form
Enrolment will be maintained until the appeal process is completed.

31 Work Rights

A student enrolled ina  two -year Level 5 Diploma or higher can work up to 20 hours a week on
a casual basis during course time and full -time during vacation periods if they have been
granted a visa with work rights. In some cases, family members can apply for permission to

work up to 20 hours a week th roughout the year. For detailed information, refer to the FAQ
section for international students at:
http://www.immigration.govt.nz/community/stream/educate/educationproviders/visasandper
mits/studentvisaandpermit/

Upon graduation, a student is eligible for a two -year open work permit under current New
Zealand Immigration policy. Please confirm this requ irement with a Licensed Immigration
Consultant (Advisor).
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32 Overseas Student Health and Travel Cover

One of the conditions of the of Practice for the Pastoral Care of International Students (Ministry

of Education) is that an international student must have adequate and appropriate medical

insurance for the duration of their course. You will need to provid e evidence of this insurance

as part of your application. If you do not provide a copy of your policy, which must be in
English, you will be required to purchase this policy when you enrol.

Medical Insurance will cover your medical, specialist, hospi tal and in some cases emergency
dental and other costs and provides a safety net for international students similar to that
provided to New Zealanders through the public health system. You should also inform your
insurance provider that you will be in a wo rkplace for practical experience, which may attract
additional fees or a loading on the cost of the insurance.

Typically, medical insurance for International Students costs $35 - $50 per month.

How to obtain medical insurance

There are a number of diff  erent providers of medical insurance in New Zealand. Most of these
will also offer other insurance (e.g. contents, travel, and vehicle insurance) so it is worth
talking to a couple of companies to see which one will work best for you. Some providers are
listed below:

Allow ETEC to arrange for you. Fill in the relevant details in your application form;

Contact our Insurance Brokers ) Paul McCarrison of McCarrison Hayes T
paul@mccarrisonhates.co.nz . See also www.mccarrisonhayes.co.nz ;

Southern Cross Healthcare T www.southerncross.co.nz _; or

Tower Health and Life T www.tower.co.nz

33 Immigration NZ Approval for Certain Course Changes

Once an international student has enrolled in a course a student may not defer the
commencement of their studies, or suspend their studies except on the grounds of iliness,
evidenced by certifichte ot other&@septional compassionate circumstances beyond
the control of the student (e.g. bereavement). If a student defers or suspends their studies on

any other grounds, the student will be reported as not complying with visa conditions to

I mmigration New Zealand using their electronic reporting form

34 Entry Requirements

To commence an ETEC course, you must meet the entry requirements. However, a conditional

letter of offer for the course may be issued. These conditions must be satis fied before
commencement of course. Evidence provided must be either certified copies or originals. The

entry requirements are as follows:

Academic requirements

You must provide evidence that you:

91 successfully comple ted Year 11 or 12 by providing school  reports and/or academic records,
or

1 have successfully completed alternative/tertiary education at a level equivalent to year 11
or12.

Students who do not possess such a qualification but who can demonstrate relevant work

experience or other evidence of ability to complete the course is encouraged to apply and fill in
the RPL (recognised prior learning) application form. For further details about RPL, please
contact our enrolment staff at info@etec.ac.nz
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Age

Student s must be 18 years of age before commencement of

English Language Proficiency

All applicants must meet the English language requirements of
course. Applicants can satisfy the English language requirements in a number of ways,

including:

ETEC program.

ETEC before commencing their

*International English Language Testing System (IELTS) test

Achieve an overall minimum band score of 5.5 (no individual band less th

* Test of English as a Foreign Language (TOEFL)

- Paper based test
- Computer based test
- Internet based test

T 525 minimum
T 196 minimum
T 70 minimum

an 5)

* Enrolment in English for speakers of other languages (ESOL) course:

- Successful completion of
Zealand

English for Academic Purpose (EAP) program in New

- Successful completion of General English at Upper Intermediate Level program in New

Zealand

Basic Computer Skills

Students are expected to possess basic MS office skills. However, this will not

Interview

Students must have completed the interview successfully.

be assessed.

35 An Approximate Guide to Living Costs

Accommodation (estimated NZD$ per week)

Accommaodation (depending on type of accommodation)

Phone calls (from
Mobile phone
Food i eating at home

Public transport

Personal items, entertainment, etc

landline)

A currency converter can be found at

$450 - $500 / week

$10 - $30+
$15
$60 - $100
$20 - $50
$40+

http://www.oanda.com/converter/classic

Some typical costs in Auckland (NZD$)

A cup of coffee

Lunch in a café

Fast food (McDonalds, food court, etc)
Take away food

Movies

A night out (dinn er, club, disco, etc)

There will be some additional costs associated with studying at

$3 - $4
$8 - $15
$5 - $8
$8 - $15
$10 - $15
$25 - $80

ETEC that are not covered by

the annual course fee paid by international students. These may include costs of stationery,

supplementary reading and course m
assignment preparation and printing.
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36 Fees and Charges Policy and Procedure

POLICY AND PROCEDURE

This document sets out the policy and procedures of ETEC concerning student fees and
charges. This policy may be used in conjunction with Refund Policy, Fee Extension Policy, and
Summary of Current Fees and Charges. Management has authority to approve or vary fees
within agreed parameters. All student fees a re required to be paid by a specified due date.

1. General

1.1.Terms for Fee Paying Students

Students are bound and liable to pay the course fee outlined in the offer letter and
International Acceptance Form (Agreement). If this Agreement is cancelled or changed
at any time, the current fee structure will apply to the new offer letter and Agreement.

1.2.Accepting an Offer

Prospective students wishing to accept their offer of admission must pay a deposit,

which is usually their first semester's tuition fee, and other fees mentioned in the offer

letter, to secure their place in the course. Upon receipt of payment, ETEC will issue a
receipt of payment, which is required by Immigration NZ for a student visa.

1.3.Due Date for Payment

All student fees are required to be paid at a specified due date. No complete results or
complete academic record will be issued, unless full payment of all outstanding debts is
made. Reference can be made to Overdue Fee Policy.

2. Non-payment ETEC of Tuition Fees

ETEC reserves the right to impose sanctions against such students who persistently refuse

to pay fees, as agreed at enrolment. These includ e being barred from attending classes,
and the suspension of the students' enrolment will be reported to Immigration New Zealand

by means of thenir electronic reporting form . In extreme cases, ETEC will pursue
outstanding debts via a debt collection agenc y and through the courts.

2.1.Payment Methods

Payment of fees should be made in full (inclusive of any agent fee) directly to Public Trust.

You should only arrange this payment yourself or with the assistance of ETEC staff on the
appropriate documentation (from the Public Trust). Full payment details will be stated on
your invoice or can be viewed on the ETEC website: www.etec.ac.nz

In the unlikely event an agent convinces you otherwise, and that agent deducts
commission prior to depositing the fee, ETEC will accept liability to top up the fee in terms
of the Code Requirements. It is essential that you inform us of this fact should it take place

as soon as you are aware.

2.2.Complaints and Appeals

Should a student have discrepancy or issue regarding a fee/charge a pplied to them, they
can submit Complaint or Appeal Form available at the Reception and on ETEC website. For
further details, please refer to Complaints, Appeals Policy, and Procedure.

3. Various Fees Payable
3.1. Administration Fee

This fee will vary according to the cost associated to the administrative processing of a
request.
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3.2.Student Request for Letters

Students may request letters for general purposes, which will incur a charge. These
letters may include;

9 Invitation Letter

i Bank Letter

i Attendance Letter

9 Student Confirmation Letter
9 Student Reference Letter

3.3.Academic Records

One copy of the Academic Record (also known as Academic Transcript and/or
Certificate) will be available free of charge once student has completed the course
satisfactorily and paid al | fees. Additional formal records are available on request upon
payment of fee.

3.4.Replacement i Identity Card
All students receive a free ID card. A fee is applicable for replacing a lost card.

3.5.Reassessment Fee

Students are charged this fee when they ar e required to re -take units and assessments
owing to failure. It covers all administration costs associated with the reassessment.
For further information on the fee payable, refer to Reassessment Policy and Procedure.

Overdue Fees

Student is required  to pay their tuition fees and any outstanding charges on the precise fee
due date specified. When the student fails to make the payment by that date, the following
procedures are to be abided by:

Accounts Officer Role and Responsibility

a. Two reminders wil | be sent to student before the fees fall due. The first one is sent 28
days prior to the due date. The second one is sent 14 days prior to the due date.

b. Warning letter is sent 7 days after the due date.

c. Final warning letter will be sent to student wit h fee overdue for more 30 days. If
student fails to pay the overdue fee within the given time stated in warning letter.
(Appendix 6 Sample of final warning letter).

d. If the student fees are not been paid by the fee due date, a $250 Late Fee charge will
be incurred from the very next day, i.e. the first day the fees become overdue. In
addition, another $250 late fee charge will be incurred if the fee falls overdue more
than 30 days.

Training Manager _Role and Responsibility

1. If the fees have not been paid within one week after the issue date of warning letter,
student will be issued Notification of Intention to Report letter.

2. Any appeal from the student should be lodged within 20 working days from the date the
appealed outstanding amount is due.

3. Ifthe fee s have not been paid after 20 working days from the date of the Notice of
Intention to Report letter has been sent, and no Request for Fee Extension has been
approved, ETEC will report the Cessation of Study to Immigration New Zealand by

means of their electronic reporting form, identifying a possible breach in the condition
of student visa.

4. In the case where fee extension request is not appr
sent to debt Recovery Company. These details will include:

5. Student name; contact detail; total fee that the student is indebted to ETEC including

$500 late charges and any costs associated with the debt recovery procedure. This
charge is usually 10% of any outstanding amount.

6. The student will be informed of pend ing contact from the debt collection services, and
that if necessary, legal action may be taken against him/her, and that all legal matters
will be dealt under the jurisdiction of New Zealand district courts.
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Student Role and Responsibility
Student willing to resume study at ETEC will have to re -enrol in the course (please refer to
Re-Enrolment Policy and Procedure), if they have paid the total outstanding fee in full.

Please refer to Enrolment Cancellation Policy and Procedure section 9.

5. Payment Methods

All payments should be made directly to Public Trust (NZ). Details of required payment
methods will be included on your invoice.

37 Fee Payment Extension Policy

A fee extension of payment is not a right, but a service offered at the discretion of ETEC for
students in extenuating circumstances. An extension of time to pay fees is possible for

students, who have extreme financial hardship and difficulty in meeting payment terms as

outlined in their Agreement.

A fee payment extension is available for up to 14 days upon due date of fee.
Once a fee becomes overdue, an overdue fee will apply and the overdue fee policy will come
into effect.

Fee Extension Policy

Students should submit fAiRequest for Fee Extensionb
available at the Student Service Centre, or on the website. Students will be notified by email,

to their ETEC student email address, of the outcome of the request for fee extension within 5
working days.

Fee Extension Charge

A Fee Extension Charge as published in ETEC Student Handbook and ETEC website will be
charged if Fee Extension request is approved. If a student has been granted an extension and

then submits a second Request for Fee Extension, this application will also incur another Fee
Extension Charge if approved.

The Fee Extension Ch arge will not be refunded if a student has been granted a fee extension
and then enrolment is cancelled or requested by student or initiated by ETEC.

Eligibility
1 Student must provide proof of financial hardship

1 Students must pay the first semester instal ment on time.
1 Students who wish to defer a semester are unable to receive a payment extension.

The last date for submitting an application is on or before the due date of the respective
instalment.

Students who have received a fee payment extension ar e not eligible for ~ further fee payment
extension.

Procedure for applying

Step 1: Go to the Student Administration Department or contact Reception.

Step 2: Complete the Fee Payment Extension Application Form. Students can also get
this Application Form  from Reception.

Step 3: Students will be notified of the outcome of their application within 5 working

days by either email or post.
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Note:

1 If the student cannot pay the fees on time after this the extension, they will be charged an
additional 10%.

1 Failure to pay fees on time may result in the cancellation of the Letter of Offer.

1 The maximum extension is fourteen (14) working days.

Appeals Procedure for Unsuccessful Applicants

This appeal process is only applicable to students seeking a fee extension where the fees
owing are lessthan $1500.

To lodge an appeal against the refusal of a fee extension, students should write to:
Fee Extension Review Panel
Cl/o Student Adm inistration
P O BOX 51 986
Pakuranga
Manukau City 2140

The student must be able to demonstrate that their inability to pay is due to exceptional and
unforeseen circumstances.

The Panel will take into consideration the student's finance situation, the ir course progress,

their attendance record, and their payment record.

Summary of Fees and Charges NZ$
1. Application for RPL /RCC (costs on a per credit basis) $6.90
2. Assessment Appeal Deposit (refundable if the appeal is successful) $100
3. Special assessment which in not in schedule (Theory Unit)* $250
4. Special assessment which in not in schedule (Practical Unit)* $280
5. Books and Course Materials and Tools for Electrotechnical Course $500
6. Repeating a Unit of Competency $400
7. Photocopying (for 200 pages) $20
8. Re-issue of student ID card $10
9. Course completion letter $20
10. | Attendance letter $20
11. | Interim Academic Transcript $20
12. | Re-issue of Certificate or Statement of Attainment $50
13. | Recommencement of course after withdrawal $200
14. | General Letter (family invitation, student course completion letter, etc.) $20
14. | Fee Extension Charges $200

Note: normally documents requested will be issued within 2 working days. If more urgent
issue of documents is required, the fee listed above will be doubled.

*Special assessment can be conducted on an urgent basis by request from individual student

within 2 working days. This arrangement is not as per normal scheduled assessments. Please
note that a higher fee is charged, due to ETEC having to arrange an assessor and venue

catered for a studentds individual request

and need.

There will be some additional costs associated with studying at ETEC that are not covered by

the tuition fee paid by international students. Additional costs will apply

for personal

stationary, safety clothing that must be worn  during the practical components, as well as tools

and equipment. These additional charges are non i refundable.
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38 ETEC Teaching Methods

A variety of teaching and learning methods is used within the course and is an important
ingredient in creating a course, which interests students. Over the past few years, a wide
range of different  teaching and learning methods have been introduced and tested, often with
the aim of developing skills, which more methods are poorly adapted to do. There is a
substantial literature on these methods and on how best to use them. These are some of the
met hods that we are using for our program.

Lecture with Discussion

Presents factual material in direct and logical manner
Contains experience which inspires

Stimulates thinking to open discussion

Useful for large groups

Involves audience at least after the lecture

Audience can question, clarify and challenge

E R

Panel of Experts

1 Allows experts to present different opinions
I Can provoke a better discussion
1 Frequent change of speaker keeps attention from lagging

Brainstorming

Listening exercise that allows creative thinking for new ideas
Encourages full participation because all ideas are equally recorded
Draws on group's knowledge and experience

Spirit of congeniality is created

One idea can spark off other ideas

E ]

DVDs

1 Entertaining way of teaching content and raising issues
1 Keep group's attention

1 Looks professional

1 Stimulates discussion

Class Discussion

1 Pools ideas and experiences from group
1 Effective after a presentation, film or experience that needs to be an alysed
1 Allows everyone to participate in an active process

Small Group Discussion

1 Allows participation of everyone
1 People are often more comfortable in smaller groups
1 Can reach group consensus

Case Studies/Tasks

1 Develops analytic and problem solvin g skills
91 Allows for exploration of solutions for complex issues
1 Allows student to apply new knowledge and skills

Report-Back Sessions

1 Allows large group discussions of role plays, case studies, and small group exercise
1 Gives people a chance to reflect on their experience
1 Each group takes responsibility for its operation
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Worksheets/Surveys

1 Allows people to think for themselves without being influences by others
1 Individual thoughts can then be shared in large group

Guest Speaker

1 Personalizes topics
1 Breaks down audience's stereotypes

Values Clarification Exercise

1 Opportunity to explore values and beliefs
1 Allows people to discuss values in a safe environment
91 Provides structure for discussions

39 Study Successfully

1. Learning effectively and maintaining your motivation

A strong motivation is needed to learn and succeed. Think carefully about your origi nal
purpose in enrolling at ETEC. This will assist you to strengthen and develop your motivation

and to help you to organize yourself in the most beneficial way. Motivation must be linked to

long -term goals. The resources section of the learning skills website has an excellent article on

motivation, time use, and self -motivation.

2. Managing your time at ETEC

Your ability to manage your time will have a great effect on your success at ETEC. A general
thumb rule is that for each subject you are enrolled in, you will need to spend at least 10 -20
hours of independent study time each week. This time commitment will increase during

assignment preparation and exam revision.

3. Note taking and note making
Many students think study just involves re -reading the textbook or class notes.

A better approach than just rehearsal is to:
1 Make 2 columns, one with the original text and the other one with your comments and

guestions.
1 Add detail to the information to be remembered. Draw pictures or diagrams, read around
the topic.
1 Re-organise the information. Draw min d maps, re -write notes in text, use mnemonics

(memory tricks)
1 Actively think about the material. Ask yourself questions. Does it make sense? Do |
agree? Can | think of a better way?
1 Make it meaningful. How does/How can/How might what | learn, apply to my parents, my
neighbours, and me?
1 Relate it to other things you already know or have experienced. How does this fit in with
what | already know?

4. Reading for academic purposes

One of the challenges of  tertiary study is the amount of reading you will have to do. On
campus students will receive reading lists that are often required as part of tutorial
preparation. At first, this can seem overwhelming. However, there are ranges of strategies
you can apply to he Ip you to read faster and to remember more of what you have read.
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6. Working in Groups

Tutorial group s are much smaller than lectures and allow more interactive discussion of your
topics. You will often be required to prepare for tutorials in the form of background reading or
completing activities. To fully benefit from your tutorial time, you should attempt to complete

all the required preparation and fully participate in the group discussion. Do not be afraid to

ask questions in tutorials 0 partofthe study process is to critically evaluate information. This
involves being able to question and to support your viewpoints. Use your time with your tutor

to your advantage, so you can confidently carry on with your independent study until your nex

class.

It may sound obvious, but actually, turning up to all your lectures and tutorials is vital. It
might be tempting to skip a class here and there, but in doing so you will be missing vital parts
of your course of study and perhaps jeopardize your chances of success.

7. Academic Writing

To succeed in your studies, in addition to a sound understanding of your subject content, you
will need to demonstrate that you have well -developed academic skills such as writing and
referencing.

Do not wait until you have an assignment due to investigate these areas. Start looking over
information regarding referencing and academic writing as soon as you have your subject
outline and you know what assessment items will be required of you.

The sooner you start working on these skills, the better, and you will be much better prepared
for when you do have to start work on your assignments.

40 Learning Strategies

At ETEC students are required to integrate the knowledge they have acquired throughout their

course of study in order to demonstrate that they have the ability to manage a small
Electrotechnical establishment. Students acquire a sound knowledge of the proper fun ctioning
of each aspect of a small establishment's operations and become thoroughly familiar with the

demands of the regulatory environment.

41 Balancing Life and Learning

It is important to pursue a lifestyle where study is balanced by physical acti vity. That way you
can refresh yourself, feel invigorated, and meet other people. Here is a list of links to sites put
up by other agencies.

We are not responsible for their content or services, but we provide links to make it easier for
you to make your own decision about how to get active.

Cycling

On your Bike! A guide for easy and enjoyable cycling:

http://www.aucklandcity.govt.nz/auckland/Transport/bikes/default.asp

Jogging & Walking

Walking in Auckland City:
http://www.aucklandcity.govt.nz/whatson/places/walkways/default.asp
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Day walks around Auckland:
http://www.doc.govt.nz/publications/parks -and -recreation/tracks  -and - walks/auckland/

Running routes in Auckland:
http://www.run.com/ city.asp?loc=Auckland+NZ

Swimming, skate parks, and other recreation

http://www.aucklandcity.govt.nz/whatson/sports/

Transport

Www.maxx.Co.nz

What 6s On

Events in Auckland:
www.aucklandcity.govt.nz/events

What is On in Auckland?
http://www.eventfinder.co.nz/whatson/events/auckland

42 ETEC Important Contact Numbers

Staff Contact Details

Enquiry Name Phone Email Address

Attendance Issues Andre van Niekerk 0064 95731964 Option 1 andre@etec.ac.nz

IT Issues Gavin Denby 0064 9 5731964  Option 2 gavind@etec.ac.nz

Academic Issues Gavin Denby 0064 9 5731964  Option 2 gavind@etec.ac.nz

Personal Issues Bruce Knox 0064 95731964 Option 3 bruce@etec.ac.nz

General grievance Bruce Knox 0064 95731964 Option 3 bruce@etec.ac.nz
Note:

1. For language literacy, numeracy and other support required please send email or
contact us at reception.
2. Please make appointment by calling our staff member or through email.

This will help us to provide you better service.

Any enquiries regarding the essential information such as Student ID cards, academic and
course advice, contact reception or send an email to make an appointment.

43 ETEC i Student Support

ETEC Student Services Program

ETEC Student Services Program (SSP) provides a range of support services to help students

get the most out of their time at ETEC and link with the New Zealand community. It is a small

group of staffand professionals from a variety of backgrounds, experiences, and qualifications.

SSP is a multi -cultural group, andthe members are usedto deal with cross-cultural issues and
difficulties linked to being away from home. The services offered at SSS include
Accommodation, Job Placement, Career Adv ice, Savings Plan, Counselling and Life Insurance
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Job Placement Program

The ETEC Job Placement Program has been developed for those students who are genuinely
interested in pursuing a career in the Electrotechnica I industry to give them the opportunity to
further develop their practical skills and knowledge developed through studying at ETEC.

From the empl oyer d6the PTEC Jdgbh ePladementeBrogram aims to minimise the
burden of the time and cost associated with the recruitment and selection of staff. The
benefits of participating in ETEC Job Placement Program are manifold.

The ETEC Job Placement program is committed to offering support to all students regarding
employment -related matters. This assistance includes building relationships with employers
within the Electrotechnical industry to secure job placement opportunities for the students and
providn g i nf ormati on and advice to students to ensure the
particular:
1 Resume development and analysis
1 Cover letter development
1 Interview preparation
1 Post-placement assistance

ETEC Job Seeking Skills for Students
Aims of session:

1. Student can find and understand information about available jobs in the Electrotechnical
sector

Student understands how to write a resume tailored to a specific job

Student understands how to write a cover letter for a specific job

Student understands how to participate appropriately in job interview

Student understands key legislation applying to job

arLOD

This session will be held toward the end of each semester, to assist students with finding a
vacation job initially, and building to a position for a career in the Electrotechnology Industry.

Session Content
1. Job Advertisements

Review a few examples  of job advertisemen ts in the Electrotechnical Industry

2. Sample resume

Review and discuss sample of resumes

3. Common interview questions:

Review and provide guidance on dealing with typical interview questions. Provide an
exercise whereby students develop short appropriate answers to the questions below, with
reference to the job advertisements used.

i. How do you deal with difficult customers?

ii. What relevant skills and experience do you have?

iii. What do you want to be doing in 2/5/10 years time?

iv. Why do you want this job?

v. What did you achieve in your last job?

vi. What are your strengths?

vii. What are your weaknesses?

viii. Tell me about a big challenge or difficulty you have faced and how you dealt with it?
ix. What can you do for us that other people cannot?

X. How do you plan and organise your work?
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Useful websites

You can look for jobs on the sites below:
http://www.nzherald.co.nz
http://www.seek.co.nz

WWW.S|S.C0.NZ
http://www.trademe.co.nz/Trade - Me-Jobs/index.htm

Other work -related sites:
www.thebigidea.co.nz (creative industries website)
http://www.dol.govt.nz/index.asp (department of labour website)
wWww.careers.govt.nz
http://www.hhes.co.nz/index.html
http://www.hsi.co.nz/

IT Assistance

Our experienced IT  personnel are available to assist our students on -campus with their IT
issues during the week. The IT personnel have overall responsibility for planning, developing,
and operating ETEC central information, and communications infrastructure. However, IT is no

longer confined to the computer room. In a modern organisation like ETEC, it is everywhere
in the workplace. Our traditional role is being extended as we develop new services to assist
staff and students in using IT more effectively, through better planni ng, education, and

assistance to end -users.

If you have problems with your computer hardware, or need assistance with:

1. The operating system (Windows or Linux)
2. Microsoft Office or Open Office
3. Using the internet

Speak to your trainer/tutor to arrange assistance.

44 Accommodation Options and Costs

Explore the variety options for accommodation in New Zealand. Students can choose from a
variety of accommodation available to suit different budgets and needs. Some of these options
are listed below:

Home stay NZ$110 17T NZ$270 a week

Living with a home stay provides students with an excellent opportunity to experience life with

a New Zealand family and is the perfect way to help you improve your English and understand

New Zealand culture under the roof of a safe environment. Furthermore, home stay offers
independence, clean and comfortable accommodation. In addition, you will meet a friendly
family to talk to, exchange cultures, and have a Kiwi friend forever!

There are two options available to you for which the minimum stay is usually 4 weeks:

1 Full board T 2 meals per day including your own private room all amenities included into
price 7 service and conditions apply

1 Part board 1 No meals provided 1 you must buy your own food and cook for yourself T
including your own private room all amenities included into price i service and conditions
apply

Homestay accommodation can be organised through ETEC with one of its agents . Details ,

including assessment results of the accommodation are available from ETEC office. Alternative

providers of homestay accommodation are:
T www.aucklandhomestays.info
1 http://www.kiwihomestay.co.nz/index.php
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Hostels and guest houses NZ$ 11071 NZ$270 a week
Hostels are usually run by organisations such as Youth Hostels New Zealand and the Young

Men's Christian Association (YMCA). Students share kitchen a nd bathroom facilities.

Share accommodation NZ$50 i NZ$160 a week
Rental accommodation NZ$70 1 NZ$350 a week
Students often share with fellow students. They advertise online, and on notice boards and in
newspapers. Students may have to provide th eir own furniture.

When renting a house, apartment, or bed -sitter, property owners require rent to be paid in

advance and will require a security bond of up to the value of one month's rent.

Rental accommodation can usually be found through the following websites:
Gumtree: http://auckland.gumtree.co.nz/
TradeMe: www.trademe.co.nz

Please take note of the following:
JETEC will only make arrangements or inform students of the application process for
homestay accommodation that ETEC has assessed;
fThe costs indicated for other accommodation options are approximate, and if the student
chooses to arrange alternative accommodation, ETEC will not accept responsibility for
either the standard of accommodation or the cost;
JETEC has not assessed the suitability of any accommodation that has not been arranged

by ETEC.
45 Transport
Auckl andés public (and private) transport systems, mak:

simple. Following is a breakdown of how best to get around in Auckland.

For information on all buses, ferries and trains call MAXX (Auckland Regional Transport) : 0800
10 30 80 or visit the website at: WWW.maxx.co.nz

Bus i Auckland's bus network extends to most suburbs. Fares depend upon the number of
'sections' you pass through. As a rough guide, short trips cost $1.70 and most other fares in
the inner suburbs are $2.90.

Ferry i Auckland's ferries provide the most enjoyable way to get around the harbour. Ferries
depart from downtown Auckland (Quay Street) to Devonport, Birkenhead, Waiheke, and other
islands in the harbour.

Train 1 Auckland has a rail network with frequent se rvices West and South throughout the
working week. Trains run from around 5am to midnight.

46 Working while Staying in New Zealand

International students studying in New Zealand on a student visa can apply for permission to
work provided they met the criteria set by Immigration New Zealand
http://www.immigration.govt.nz/community/stream/educate/educationproviders/visasandper
mits/studentvisaandpermit/workwhilestudying.htm ).

A visa with permission to work enables you to work up to 20 hour s a week on a casual basis
during course time and full -time during vacation periods.
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If you wish to apply for permission to work, you need to file an Application for a variation of

conditions with Immigration New Zealand. The fee for this application is NZ$120 however this

is subject to yearly review. See the Immigration New Zealand webs ite for up to date details
wWww.immigration.govt.nz/fees

The money you earn from working in New Zealand should only supplement your income and

not be used as your only source of income. Before you come to New Zealand, you must show
that you have enough money to pay for living expenses, education costs and travel for the

duration of your study.

Most students take part  -time or casual jobs at some time during their studies. Some jobs are

closely tied to courses of study (such as formal cadetships and informal arrangements such as

part -time work by law students in solicitors' offices). Some studen ts tutor schoolchildren or
get other care jobs. Some jobs are entirely outside the Electrotechnical sector such as
bartending, babysitting, gardening, sales, information technology, restaurants, checkout work

or fruit picking.

If you do work in New Zeala nd, you will need to obtain a tax number (IRD number) from
Inland Revenue (  http://www.ird.govt.nz/how -to/irdnumbers/ ).

An IRD number is a unique number issued to individuals and organisations to hel p the Inland
Revenue Department to administer tax and other New Zealand Government systems.

While it is not compulsory to quote an IRD number, without one you may:
9 Pay more tax than necessary, or
1 Not be able to get government benefits you are entitled to receive.

An IRD number will also help you:
1 Lodge a tax return
1 Ask the Inland Revenue Department about your tax affairs
i Start or change jobs
9 Limit the amount of tax you pay on interest or dividends earned if you have savings
accounts or investments that earn income.

Your IRD number is valuable. Do not share it with friends and do not provide it on the internet
when applying for work. Keep it secure.

Applying for a IRD number
If you are a permanent migrant or temporary visitor to New Zealand you can apply for a IRD
online after you arrive if you have a:

9 Visa that allows work rights

1 Visa that allows permanent migration

1 Valid overseas stude nt visa, or

9 Valid visa to stay in New Zealand indefinitely.

To apply complete the IR595 form available from http://www.ird.govt.nz/how -to/irdnumbers/.
You also have to provide 2 forms of identificat ion, details of accepted identification are
available on the form.

Applying for an | RD number using false or other people
your IRD number, can mean heavy fines or jail.

If you need more information about IRD numbers, you can:
9 Visit the IRD website at http://www.ird.govt.nz/how -to/irdnumbers/ __ or
1 Phone +64 3 951 2020 between 8.00 am and 4.30 pm, Monday to Friday.

Student visa information on this website is an outline only and subject to change.
For more detailed, accurate, and up-to-date information on student visas and visa
requirements please check the Immigration New Zealand website:
http://www.immigration.govt.nz/community/stream/educate/educationproviders/visasandper
mits/studentvisaandpermit/
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Summary of New Zealand Workplace Legislation and Regulations

Income Tax

Tax is money that people and businesses pay the government. The Inland Revenue
Department (IRD) collects income tax and other national taxes. The IRD uses the information
you give on your tax return to work out your refund or tax liability.

An income y ear (financial year) is a period of 12 months that commences on 1 April. At the
end of the income year, you can request a personal tax summary and then lodge a tax return if
you think you are eligible for a refund.

If you are resident in New Zealand for over 183 days, you are considered to be a tax resident.
You will be required to pay tax on any assessable income you earn, however some students
may be eligible for a rebate if they earn less than a certain amount. The IRD website has a
range of informa tion including an online calculator to assist with calculating tax:
http://www.ird.govt.nz/yoursituation -ind/during - study/study -tertiarystudents.html

Most workplaces will pay income tax through the PAYE system (pay as you go), for this you will

be required to fill out an IR 330 with you IRD number and tax code at the time you are
employed, and your employer will forward this to the IRD and subtract the appropriate amount
of tax from your salary on your behalf.

Some short -term or one off jobs will prefer you to use a withholding tax code. This is mostly
for theatre, film, sports, and farm/orchard related work. Withholding tax works in a similar
way to PAYE, however the tax rate is set dependant on the work, and it is the employee's
responsibility to ensure the tax is paid to the IRD.

Superannuation

Superannuation is a way of saving money for your retirement. In New Zealand, all employees
can opt into the Kiwi Saver scheme. With Kiwi Saver, employers pay superannuation
contributions into a superannuation fund or retirement savings account for all their eligible
employees. Students must be a New Zealand citizen, or entitled to live in New Zealand
inde finitely, and living or normally living in New Zealand to be eligible to join the Kiwi Saver
scheme. For more information, please see: http://www.kiwisaver.govt.nz/

Your rights at work

When offered a job, you may be asked to work for a trial or probation period to see if you can
do the job. Your employer must tell you how long the probation or trial period will be
(maximum three months) and you must be paid for any work you do.

When yo u are offered a job, your employer should also include a draft employee agreement.
You may negotiate with your employer if you think some of the terms of the agreement are not
suitable.

If your employer does not supply you with an employee agreement, it is a good idea to ask
your employer to explain in writing the conditions you will be working under and what you will
be expected to do. The letter should include:

1 The name of your employer

1 What the job involves and a list of your duties

1 How much you will  be paid each hour, week or fortnight

1 Your hours of work

1 Whether you are casual, full  -time or part -time

1 Your employment conditions

1 The employment arrangements you will be working under, such as an award or
agreement.

T More informati on ab o unsibildiesgdnbeyfamnds datr es p o

http://www.ers.dol.govt.nz/index.html
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Health and Safety Obligations

Extracts froma nlIntroducton t o Empl oyers6 Rights and Responsibiliti
Safety in Employment Act 1992

Employer responsibilities

An employer has  a responsibility to make the workplace safe, and to ensure the health and
safety of those working in or visiting the workplace under their control. To achieve this they
are expected to:

systematically identify hazards

systematically manage those hazards

manage hazards by eliminating them, isolating them or

minimising them, in that order of preference

provide suitable protective clothing and equipment to staff

provide safety information to staff

provide training or supervision so that work is done safely

m onitor the health of employees to ensure that their work is not

having a detrimental effect on them

provide opportunities for employees to participate in all of the above.

=8 =8 =8 -8 -8 -8 -8 -89

Do employees have responsibilities?

Yes. Employees are required to take all practi cable steps to ensure the safety of themselves
and others in the workplace. This includes considering both the things they do and the things
they omit to do (such as not using safety gear).

Employers have to  make clear to employees their responsibilities to use safety equipment
provided and to wear protective clothing.

The expected | evel of an individual empl oyeebdbs respons
knowledge and seniority, but an employers responsibility to ensure a safe workplace remain S.
Practicable steps the employee can take also include reporting to the employer  any hazards or

incidents, so that they are able to investigate and put safeguards in place.

Retrieved 12 August 2009 from: http://www.osh.govt.nz/order/catalogue/pdf/employers.pdf
For more information about workplace safety, see www.workinfo.govt.nz

Discrimination in the workplace
Extract from Human Rights Act 1993, Part 2 T Unlawful Discrimination

Sec 21. Prohibited grounds of discrimination

For the purposes of this Act, the prohibited grounds of discrimination are 0
1. Sex, which includes pregnancy and childbirth:
2. marital status, which means being o}

i single; or

il married, in a civil union, or in a de facto relationship; or
iii. the surviving spouse of a marriage or the surviving partner of a civil union or de
facto relationship; or
iv. separated from a spouse or civil union partner; or
V. a party to a marriage or civil union that is now dissolved, or to a de facto
relationship that is now ended:
3. Religious belief:
4. Ethical belief, which means the lack of a religious belief, whether in respect of a particular
religion o rreligions or all religions:
5. Colour:
6. Race:
7. Ethnic or national origins, which includes nationality or citizenship:
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8. Disability, which means &
i Physical disability or impairment:
ii. Physical illness:
iii. Psychiatric illness:
iv. Intellectual or psychological disability or impairment:
V. Any other loss or abnormality of psychological, physiological, or anatomical
structure or function:
Vi. Reliance on a guide dog, wheelchair, or other remedial means:
Vii. The presence in the body of organisms capable of causing illness:
9. Age, which means, 0
For the purposes of sections 22 to 41 and section 70 of this Act and in relation to any different
treatment based on age that occurs in the period beginning with the 1st day of February 1994
and ending with the close of the 31st day of January 1999 , any age commencing with the age
of 16 years and ending with the date on which persons of the age of the person whose age is
in issue qualify for national superannuation under section 7 of the New Zealand
Superannuation and Retirement Income Act 2001 (irr espective of whether or not the particular
person qualifies for national superannuation at that age or any other age):
i. For the purposes of sections 22 to 41 and section 70 of this Act and in relation to
any different treatment based on age that occurs on o r after the 1st day of February
1999, any age commencing with the age of 16 years:
il For the purposes of any other provision of Part 2 of this Act, any age commencing
with the age of 16 years:
10. Political opinion, which includes the lack of a particular politi cal opinion or any political
opinion:
11. Employment status, which means o}
i. Being unemployed; or
il Being a recipient of a benefit under the Social Security Act 1964 or an entitlement
under the Injury Prevention, Rehabilitation, and Compensation Act 2001:
12. Family st atus, which means &
i Having the responsibility for part -time care or full -time care of children or other
dependants; or
ii. Having no responsibility for the care of children or other dependants; or

iii. Being married to, or being in a civil union or de facto relation ship with, a particular
person; or
iv. Being a relative of a particular person:
13. Sexual orientation, which means a heterosexual, homosexual, lesbian, or bisexual
orientation.

Retrieved 12 August 2009 from:
http://www.leqislation.govt.nz/act/public/1993/0082/latest/whole.html?search=ts_act human

+rights_resel&p=1#DLM304474
For further information, see http://www.hrc.co.nz/home/hrc/eeo/eeo.php

Other work -related sites:
www.thebigidea.co.nz (creative industries website)
http://www.dol.govt.nz/index.asp (department of labour website)
www.careers.govt.nz
http://www.hhes.co.nz/index.html
http://www.hsi.co.nz/
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47 Emergency and Health Services

Call triple one for emergency services - 111

Call 111 for urgent assistance from Police, Ambulance, or Fire Brigades. This is a free call from
any phone in New Zealand, even a phone box or disconnected mobile phone. For TTY users
(hearing/speech impaired), call 0800 16 16 16.

When you dial 111, an operator will ask which service you require T ambulance, police or fire.
When you are on the phone, i tis important to remain calm and speak slowly. Do not hang up
until the operator has received the required information.

You should call 111 in a life threatening or time critical emergency, such as when:

1 Someone is seriously injured or in danger

1 There is serious risk to life or property

1 A crime is being committed and/or a further crime may be committed

1 Someone you suspect has committed a crime is close by or their location is known, and
there is an opportunity to arrest the suspect

I Witnesses may lea ve the scene of a crime or evidence might be lost if police do not get
there quickly

1 Avictim is seriously distressed

Non-emergency crimes and traffic incidents
Non -emergency crimes, such as burglary, theft, vandalism can be reported to your local police
station or the Auckland Central Police station (corner of Cook and Vincent Streets)

For non -emergency traffic incidents call *555 from your mobile.

Other contact numbers

Alcohol and Drug Helpline 0800 787 797
http://www.adanz.org.nz/Helpline/home

National Poisons Centre 0800 POISON ( 0800 764 766)
http://poisons.co.nz/

Children & Young Persons' Service 0508 FAMILY ( 0508 326 459)
http://www.cyf.govt.nz/SuspectAbuse.htm

Women's Refuge 0800 321 361 (24 hour crisis line)
http://www.womensrefuge.org.nz/

Auckland Sexual Abuse Help 09 623 1700
WWW.Iapecrisis.org.nz

Stopping Violence Services http://www.nnsvs.org.nz/

Youthline 0800 376 633
www.youthline.co.nz

Lifeline 0800 111 777
http://www.lifeline.org.nz/
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48 Useful Links

The links below are to further information from government agencies in

Zealand.

Auckland City Council

New Zealand Police

Ministry of Education

Immigration New Zealand
Department of Labour

Sorted (independent financial advice)
New Zealand Legislation

New Zealand Qualifications Authority
New Zealand tourism information
Guide to Auckland tourist information

Problem Gambling Helpline

Auckland and New

www.aucklandcity.govt.nz

www.police.govt.nz

www.minedu.govt.nz

www.immigration.govt.nz/migrant/stream/study

www.dol.govt.nz

www.sorted.org.nz

www.leqgislation.govt.nz

www.nzga.govt.nz

www.purenz.com

www.aucklandnz.com

www.pgfnz.org.nz

Land Transport Safety Authority (Driver Licences ) www.ltsa.govt.nz

Information for international students in Auckland

www.educationnz.org.nz

Studying in New Zealand

Information for international students www.mynzed.com

Studying in Auc kland www.studyauckland.com

International Student groups www.studenthub.co.nz

49 Legal Services

Information from Legal Services Agency www.lsa.govt.nz

Community Law Centres

Community | aw centres (CLCs) provide a mix of I egal s e
needs. There are 27 CLCs nationwide providing a range of:

1 free legal advice

1 representation to people with insufficient means to pay

1 law-related education and information

1 law reform submissions

9 other special services needed by particular communities
For locations and contacts for your local community law centre, see :
http://www.lsa.govt.nz/about -us/legal -services/community -law -centres.php

Legal Aid
What is Legal Aid?

Legal aid is the government progr amme abnbtaffordplawer a | awy
to represent you. If you are granted legal aid, payment is made directly to an approved legal

aid lawyer. ~ You may be required to pay back some or all of it. Aid may be refused, and the

grounds for doing so are set out in the Legal Aid Act.
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Criminal legal aid is available for people charged with a criminal offence.

Civil/Family legal aid is available for private disputes and non -criminal problems that may go to
court.

The programme is run by the Legal Services Agency (the Agency).

How much legal aid will be granted?

Grants Officers at the Agency have guidelines to work out how long a case should take. The
hourly rate is calculated taking into account the lawyer's ex perience level and the type of
proceeding.

Will there be any conditions on the grant?

The Agency may put conditions on a grant of legal aid. These include:
1 repaying aid from the proceeds of the case (except for land or other assets gained from
Waitangi Tribunal recommendations)
1 authorising a charge on property.

Can a grant of legal aid be withdrawn?

Legal aid may be withdrawn if the conditions are not met, including failure to make
repayments. Aid may also be withdrawn for a number of other reasons, but mainly because
the aided person's financial circumstances change.

Can | get legal aid?

The Legal Services Agency decides who gets legal aid based on the law. There are different
financial thresholds for legal aid, depending on your circumstances. | f you get legal aid, you
may have to pay some or all of it back.

For to calculate whether you are eligible for Legal Aid and for further information, see
http://www.lsa.govt.nz/legal -aid/can -i-get-legal -aid/index.php

50 Health Services

The following websites will provide guidance and information regarding health services and
dental services:

East Tamaki Healthcare:
http://www.healthpoint.co.nz

Radius Medical
http://www.radiusmedical.co.nz
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