Contents
Introduction
Welcome
General Academic Information
Code of Practice
Enrolment Procedure

2
3
4
5-7

Accommodation
Homestay and Pastoral Care

8-9

Charges
Charges

10 - 11

Insurance
Insurance

12

Communication
School Rules and Conduct
St Bernard’s College Internal Complaint Procedures
Contact International Department

13 - 17
18
19

St Bernard’s College has agreed to observe and be bound by the Code of Practice for the Pastoral Care of
International Students. Copies of the Code are available on request from the College or from the NZQA website at
www.nzqa.govt.nz/providers-partners/education-code-of-practice/code-of-practice-resources-languages/2016-code-ofpractice/

1|Page

INTRODUCTION
Welcome to International Students
St Bernard’s College is a Catholic Boys’ school offering a well- rounded education for
students from Years 7-13. The current roll is 660 students who come from a range of
economic, religious and ethnic backgrounds.
The College proudly maintains Marist tradition that is based on the values of the
founder of the Marist Brothers, St. Marcellin Champagnat.
Our students are offered an education that prepares them for success in a challenging
world.
St. Bernard’s College has hosted International Students from all over the world for
many years. The College is a signatory to the Code of Practice for International
Students and therefore takes the welfare and education of their students very
seriously. The number of International Students is kept small to enable each student
to be readily integrated into College life.
We will offer your son:
 an education and school experience based on Christian values
 excellent learning opportunities
 a warm, friendly, supportive environment
 an emphasis on excellence and achievement for all
 high standards of discipline and behaviour
 a wide range of sports, recreational and cultural activities
 a highly trained and enthusiastic teaching and support staff
 a full English Second Language programme
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GENERAL ACADEMIC
INFORMATION
For more information about the St Bernard’s College Curriculum,
please click on the link below.
www.sbc.school.nz/course-structure/

Term Dates 2018





• Term 1
• Term 2
• Term 3
• Term 4

30th January – 13th April
30th April – 6th July
23rd July – 28th September
15th October –11th December

STUDIES
On arrival at St Bernard’s College a student will be tested to ascertain his level of
English - oral and written competency - and the level of prior learning in selected
subjects. This will help determine a student’s level of study and enable us to plan an
individual study programme for the student. The College reserves the right to adjust
a student’s course if the work is found to be too difficult.
A student entering the school at Year 12 or Year 13 will find there are many subjects
that he cannot do unless he has previously studied them. These include languages,
mathematics, physics and chemistry. It is important to remember that a basic level
of English is required for all subjects.

3|Page

CODE OF PRACTICE
New Zealand is the only country in the world to have a compulsory Code of
Practice for the Pastoral Care of International Students.
 St Bernard’s College is a signatory to the Code, which sets out the minimum
standards you can expect when you come to school in New Zealand. The Code
also outlines the process for complaints.
 For more information about the Code of Practice for the Pastoral Care of
International Students, click here,
http://www.legislation.govt.nz/regulation/public/2016/0057/latest/DLM6748147.html
 If you have a complaint about care, advice, or services you have received,
please follow the St Bernard’s College Complaints Procedure.
See page 18
 If this does not solve the problem, you can contact the International Education
Appeal Authority for further advice. For information about the International
Education Appeal Authority (IEAA) and its role in the New Zealand
International Education Sector, click here:
www.justice.govt.nz/tribunals/students/international-education-appeal-authority/
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ENROLMENT PROCEDURE
Application
Enrolment applications may be made by mail or email using the enrolment forms
provided. Mail or email the form to

International Studies Department
St Bernard’s College
183 Waterloo Road
Lower Hutt 5010
New Zealand
douttrim@sbc.school.nz

Placement
The College will send you an OFFER OF PLACEMENT form.
Year 9 and 10 students are placed according to their age.
Senior students are placed according to their ability.

Charges
If you wish to accept the offer you must pay your tuition and homestay charges to
the College before arrival.
If you use an electronic transfer, please add an additional NZ$25 for the Bank
charge.
Our bank account is:
ASB Bank
St Bernard’s College
Account No. 12-3142-0164653-000

Please notify the College of when the transfer takes place so the funds can be
credited to the student’s account.
Once payment has been received the college will send a letter confirming the
student’s place and provide a receipt acknowledging payment of the fees. This will
be needed for a student visa application.
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Visa
To obtain a student’s visa you must have:
 An offer of placement from the College
 A receipt from the College for payment
 A guarantee of accommodation
 Evidence that a student can obtain sufficient funds to support himself during
the year.
Full details of visa and permit requirements, advice on rights to employment in New
Zealand while studying, and reporting requirements are available through the New
Zealand Immigration Service, and can be viewed on their website at
www.immigration.govt.nz

Insurance
An International student is required by Immigration NZ to have acceptable insurance
cover as a condition of their Visa. This can be arranged by the College.

Action by Student
 Complete the St Bernard’s College Application form and return it to the
International Department.
 Attach a copy of the student’s passport
 Attach copies of latest full school reports – including a certified English
translation. If an official school exchange, ensure that the Principal of the
students’ present school completes a testimonial form to attach to the
placement application.
 Sign the contract to abide by all of our school rules
 Accept the conditions of the home-stay programme as determined by the
Board and the Director of International Studies.
 Pay the non-refundable administration charge and the tuition charges in full
after an offer of a place is made.
 Apply for a visa using letter of acceptance and receipt for payments made.
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Action by St Bernard’s College
 Receive Application
 Assess Application
 Issue a Provisional Offer of Place. This will include an invoice for charges.
 Issue receipt and letter of acceptance – for visa application.

St Bernard’s College will enrol students in Years 7 – 13 for both long and short stay
programmes. Entry times are generally at the start of Term 1 late January however
entry at other times will be considered on application. Families may apply either
directly or through an Education Agent.
Please note the student may be asked to complete a St Bernard’s College English
test prior to acceptance of their application if this is needed for further evidence of
English skills.

St Bernard’s College has agreed to observe and be bound by the Code of Practice for the Pastoral Care of
International Students. Copies of the Code are available on request from the College or from the NZQA website at
www.nzqa.govt.nz/providers-partners/education-code-of-practice/code-of-practice-resources-languages/2016-code-ofpractice/
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HOMESTAY AND PASTORAL CARE
Homestay with a New Zealand host family, or New Zealand based
members of their own family is compulsory for all International Students for the
duration of their stay. St Bernard’s College will find suitable homestay
accommodation for students and will undertake to liaise with the
students/guardian/parent/homestay to ensure the educational and pastoral care
needs of the student are being fully met.
Homestay hosts will be subject to police vetting. They will be required to complete a
Police Clearance Certificate. A representative from the College will visit homestays
throughout the year.
Homestay is organised by the College’s Coordinator of International Students. She
inspects prospective homestay accommodation, interviews hosts and checks their
references, meets students at the airport (if required), takes them to their new
homes and helps them to open bank accounts.
All international students, their parents and their homestay hosts will have home and
other contact telephone numbers so that help is available in an emergency at all
times.
The Coordinator of International Students will contact each student monthly to
discuss homestay matters. International students may also call upon the
Coordinator of International Students or the College’s counsellor if they need
assistance. Frequent checks are made on homestays and every effort is made to
ensure students are as settled and happy as possible.

Students must forward the placement charge, plus the amount for their homestay
placement before arrival in New Zealand.
Late cancellations will incur costs that may need to be made to recompense
homestay hosts for expenses incurred.
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Students cannot change their homestay without prior permission
of the Coordinator of International Students and sufficient period of notice
to complete the change
For their homestay students will receive a fully furnished room complete with study
table and lamp, all their meals and their laundry. They also have access to help at
all times and their care in homestay is closely supervised.
We hope students will join in the family activities of the household. There is an
expectation in New Zealand that international students will also give a helping hand
with house chores as is traditionally and culturally expected of other people living in
the household.
Students may not make national or international telephone calls from their homestay
unless they reverse the charges, or receive permission from their homestay hosts.
There will be a charge for such services if charges are not reversed. Local calls from
private phones are free.
Students may, after obtaining permission from their home-stay caregiver contract
their own personal line. Use and payment for use of internet is normally negotiated
with the home-stay family. The College is happy to negotiate such terms. The
homestay family and the College’s Coordinator of International Studies reserve the
right to monitor the use of the internet and take any necessary steps if there is
abuse of the internet.
Students are reminded that it is a condition of their acceptance at St Bernard’s
College that
 a home stay condition is that they may not own or drive a motor vehicle while
they are enrolled at the College.
 they must arrange their own medical and personal property insurance and
provide a photocopy of the policies for the school/homestay. The College
recommends Southern Cross Travel Insurance. This is a legal requirement
and essential to the well-being of the students and peace of mind of their
parents.

St Bernard’s College has agreed to observe and be bound by the Code of Practice for the Pastoral Care of
International Students. Copies of the Code are available on request from the College or from the NZQA website at
www.nzqa.govt.nz/providers-partners/education-code-of-practice/code-of-practice-resources-languages/2016-code-ofpractice/
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CHARGES
CHARGES 2018 - $NZD
Full Year

Short
Term

Incl GST

Per Week

Tuition

$14,000.00

$375.00

Homestay

$12,190.00

$265

Pastoral Care

$1000 ($100.00
min)

Per Term Per
Semester
$3,750.00 $7,500.00

3 Terms

$500

$500

$500

$750

$20

$240

$480

$720

$11,250.00

Airport drop off/ pick up $80
Medical and Travel
Insurance (if not
provided)

$920

ADDITIONAL CHARGES
These vary according to the individual programme selected by the student and are
not covered in the tuition fee.
These may include:
• Stationery per year
Approximately
$ 100.00
• Non-programmable scientific calculator for mathematics/physics etc
$ 50.00
• Trips out of the College,
Approximately
$ 100.00
• Entry charges to external examinations if applicable
NCEA Level 1
$ 383.00
NCEA Level 2
$ 383.00
NCEA Level 3
$ 383.00
• Uniform - All students must wear the College uniform.
Approximately
$ 650.00 (incl GST)
Second hand uniforms may be available.
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REFUNDS
If an enrolment is cancelled before the student arrives in
New Zealand a cancellation fee of 10% of the charge paid will apply.
You will be entitled to have the homestay charge refunded if you give at least two
weeks’ notice prior to expected arrival.
If a student leaves partway through the year, once tuition has commenced, no
refund will be made except in the case of:
 a student returning home because of his own serious illness
 a student returning home because of a death or serious illness of a close
member of the student’s family.
In these cases, a refund must be applied for in writing by parents or guardians from
the student’s home country. Medical evidence must be provided.
The refund will be paid directly to the parents or guardians in the home country.
There will be no refunds given for the second half of the year.
NO refunds will be made to students who are asked to leave the College because of
misbehaviour, poor attendance or violation of the rules regarding motor vehicles,
drugs or alcohol.
NO refunds will be made to students who wish to transfer to another school for
whatever reason.
NO refunds will be made to students who return home for any reason other than the
student’s serious illness or death or serious illness of a close member of the family
NO refunds will be made to students who acquire Permanent Residence status
during the year after having enrolled at the College
Students who are insured may have the balance of their fees refunded by the
insurance company.
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INSURANCE
Medical and Travel Insurance
International students must have appropriate and current medical and travel
insurance while studying in New Zealand.
St Bernard’s College can arrange insurance for you if required. If private travel
insurance is arranged written proof of cover will be required on arrival at college.

Accident Insurance
The Accident Compensation Corporation provides accident insurance for all New
Zealand citizens, residents and temporary visitors to New Zealand, but you may still
be liable for all other medical and related costs. Further information can be viewed
on the ACC website at
www.acc.co.nz

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
www.moh.govt.nz
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SCHOOL RULES AND CODE OF
CONDUCT
These Rules and Code apply whenever students are in school uniform or on an official
school activity. Students represent the College as well as themselves and their
parents. They are required to attend to their responsibilities to the College and to its
reputation in their everyday behaviour. They are expected to always show self
respect and respect of others and their property.

Absences
When a student is absent, parents are to inform the school by telephone (ph 560
9250) that day. Parents will be contacted by text if their son is not marked present at
school. It is important that parents reply or phone the college as soon as possible to
confirm where the student is.
On return to school all absences must be explained and the attendance register coded
correctly. Absences must be confirmed by parents.

Attendance
All students must by law be enrolled at school and attend each day until they reach
the age of sixteen. Teachers need to keep a lesson by lesson check on classroom
attendance. Students must attend all classes on their personal timetable and a parent
needs to be contacted if a student truants from school or skips individual classes.
Normal school hours start at 8.40 am and conclude at 3.00 pm.

Behaviour in or out of class
1. Students walk to class in an orderly manner without obstructing corridors.
2. Outside the classroom, if it is locked, students line up against the wall keeping clear
of the doorway.
3. On entering the class students go to their seat, make ready their books and be fully
prepared for the lesson to begin.
4. Misbehaviour that disrupts teaching and learning may result in offenders being
withdrawn from class and parents being informed.

Emergency Evacuation Procedure
All instructions for emergency evacuations must be carefully observed. Interfering
with the alarms may result in injury and is a very serious offence.
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Forbidden Articles


Electronic devices are forbidden in class. If they are visible they will
be confiscated unless the teacher has given permission for them to
be used as a learning aid.
 Chewing gum and all other forms of gum.
 Matches, lighters, fireworks and aerosol cans.
 Penknives or other dangerous instruments [e.g. air and imitation guns, water
pistols, water bombs, chains, etc].
 Skateboards and skates.
The College accepts no responsibility for the loss of forbidden articles.

General
Any behaviour at any time considered by the Principal to be detrimental to the good
order and/or name of the school is unacceptable as a mark of a St Bernard’s College
student and disciplinary action may be taken.

Hair
Hair has to be neat and tidy at all times. Students in Year 11 and above who have
visible facial hair are required to be clean shaven. Only hair dyes that imitate natural
hair colours are permitted. If hair is dyed it must appear natural, not in stripes or
patches of colour. Mohawks, shaved patterns and other extreme hair styles are
unacceptable. Boys with long hair are expected to tie it back neatly.

Health




Spitting, misbehaviour in the toilets and other unhygienic acts can have serious
consequences and are prohibited.
Sharing of drink bottles is unhygienic and is prohibited.
Students who need to take daily medication must do so under the supervision of
office staff.

Jewellery
Students are only allowed to wear a small single stud in one or both ear lobes.
Earrings are to be smaller than 4mm. They are to be gold, silver or clean glass in
colour. Hoops are not to be worn. Unacceptable jewellery items will be confiscated.
Any other form of body piercing is prohibited. Rings, bracelets or necklaces are not
to be worn except College approved religious, cultural and/or similar artefacts. Visible
tattoos or tattoo transfers are not permitted.

14 | P a g e

Language
Polite, respectful language is expected both within the college and in
public. Swearing and foul language go against our special character,
give a bad name to a student and St Bernard’s College and are not
acceptable at any time and disciplinary action may be taken.

Lateness - after 8.40am
All students who are too late to school to attend registration must report to the Main
Office and obtain a late pass before they go to the next lesson. They then hand this
late pass to the form or subject teacher. Lateness should be explained by a note and
presented at the Main Office upon arrival. Parents by email are informed of all
unexplained lateness.

Leaving the School Grounds
Students are to remain on the property (defined by the natural boundaries) at all
times from 8.40 am till 3.00 pm. If there is a need to leave the property at any time,
a written note from
parents (preferably in the student diary) is to be given to the Dean to be signed. The
student
must produce the note at the Main Office before signing out. On his return he signs
back in at the office. Where possible, parents should ensure appointments are made
outside of school hours.

Lunch time Activity
Students are encouraged to be active (reading, chess, informal games) during breaks
especially lunch time. Sports equipment is available for use at lunch time from the
PE shed. It is advisable to wear a tee shirt if engaging in physical activity. Students
should respect any roped off area on the grounds – likewise trees and shrubs. A sign
on the field indicates if the field is open or closed.

Out of Bounds Areas







Behind the Gymnasium.
Area along the western boundary from Marina Grove to behind the canteen.
Area along eastern boundary on the Waterloo roadside.
Waterloo Road frontage.
Anderson Grove.
Marina Grove.
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School Property
Students are required to maintain in good order the property
(including textbooks) provided for their use. School property must not
be marked in any way. Damage to anything in class is to be reported
to the teacher. Students who damage school property during breaks etc.
are to report it to the Director of Pastoral Care. Students must be prepared to pay for
damage caused. Students will also be expected to pay for or replace lost books.

Smoking, Alcohol and Drugs
The possession and/or use of tobacco products, alcohol, drugs,
solvents or other similar substances on the College grounds, at College
functions, or while wearing school uniform are prohibited. Such
infringements may result in suspension.

Transport – Bicycles & Scooters



Bicycles and scooters may not be ridden on the school property during the day.
Students use the stands provided to store bicycles & scooters during the day.
Locks are mandatory.
 Students may only borrow another student’s bicycle or scooter with the permission
of the Director of Pastoral Care or Dean.
 Bicycles are to be wheeled in and out of the school grounds. Helmets are a legal
requirement.

Transport – Buses
The College and Cityline have an agreement that students board the Wainuiomata
buses at the College stop. Those waiting for the school buses to Wainuiomata,
Kelson, Stokes Valley etc. are to wait in an orderly manner. It is dangerous to rush
forward to the kerb when the bus approaches. Students should travel in an orderly,
respectful manner. Those who misbehave will be reported by the driver to the College.

Transport - Student Vehicles
Vehicles are normally parked in Anderson Grove clear of driveways. They are not to
be visited during the day (including lunchtime). No student has the college’s
permission to carry passengers. A student driving a vehicle must show his licence to
a staff member on request.

Transport - Trains
Behaviour at railway stations and on the trains should be orderly and dignified. Those
who misbehave will be reported to the College.

Uniform
On enrolment, parents sign up and agree that their son will attend the
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College in the correct uniform at all times. The uniform is to be worn
neatly and in good condition. The College makes every effort to see
that students display, both in and out of school grounds, a well presented image in
which all associated with the school can take pride. When temporary difficulties arise,
parents must advise the school, by note, of the problem. Uniform articles should be
clearly named. The wearing of the correct and tidy uniform is seen as a sign of
personal pride as well as presenting a good image of the school. Combinations
between the dress and the day
uniform are not allowed.

Visitors
All visitors must report to the Main Office. Visitors (including students from other
schools or past students) may be invited on to the College property with prior
arrangement with the Principal or the Director of Pastoral Care.
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COMPLAINT PROCEDURES
The following is the procedure you should follow if you have any problems while at
St. Bernard’s College.

Problems with subjects or teachers
Make an appointment to see your Dean. You can ask the International Student
Coordinator for advice, but it will be the Dean who will deal with the problem. If you
have seen the Dean and you still think you have a serious problem, you could ask to
see the Principal.

Problems with school friends
See the International Student Coordinator for advice, or the school guidance
counsellor, Mr Cutler. You can make an appointment at the guidance office.

Homestay problems
See the International Student Coordinator. If you are still not satisfied, you or your
parents can write to the Principal.
If you still feel your problem has not been solved, you may contact the International
Education Appeal Authority (IEAA) at:
Tribunals Unit
Level 1, 86 Custom House Quay
Private Bag 32001
Panama Street
Wellington 6146
Phone + 64 4 462 6660
Fax + 64 4 462 6686
Email ieaa@justice.govt.nz
Website www.justice.govt.nz
You must be able to show them that you have tried to get the school to act before
you contact them. They will consult the school to see if anything can be done to help
you. If you do have a problem, please ask for help while it is still a little problem. Do
not wait for it to become a big problem. If you are not confident that your English is
good enough you can always bring a friend who has better English.
We hope your stay here will be a happy one!
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CONTACT INTERNATIONAL
DEPARTMENT

Director of International Studies
Dominic Outtrim
Phone: 560-9250 ext: 855
douttrim@sbc.school.nz

St Bernard’s College has agreed to observe and be bound by the Code of Practice for the Pastoral
Care of International Students. Copies of the Code are available on request from the College or
from the NZQA website at http://www.nzqa.govt.nz/providers-partners/education-code-ofpractice/code-of-practice-resources-languages/2016-code-of-practice/
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