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1. Welcome to Papatoetoe Intermediate School 
 
Papatoetoe Intermediate School has a long and rich history of providing high quality educational opportunities for 
the emerging adolescents in this community. We are proud of our heritage, of our students and staff members 
who have passed through these doors, especially of those who have been high achievers. We are equally proud to 
work with and for our current students and their families. 
 
We have high expectations of our students and staff members. We aim to provide the very best curriculum 
opportunities possible with a wide range of subjects and learning contexts. We work to integrate modern 
technologies and pedagogies into all of our classrooms. We are committed to assisting students to realise their 
potential and to work with them to achieve to the very best of their abilities. We expect our students to be the 
‘authors of their own destinies’; working at all times to seize every opportunity and to fully engage with teachers 
and support workers in order to make exceptional progress in a wide range of curricula and extra-curricular 
activities. We want our students to be peaceful and involved citizens, to achieve academically, to be fit and healthy 
and to be good team members and leaders. We strive to offer them a well-rounded curriculum. 
 
The intermediate years are exciting years for students. It is a time of considerable physical and emotional growth 
as children move from childhood to adolescence.  It is a time of transition between primary and secondary 
paradigms. Our curriculum aims to build on prior learning and achievement. We work towards a more 
independent, self-directed learning style. Students are encouraged to develop a clearer understanding of their 
own achievement levels and to set and achieve personal learning goals. We want our students to be successful at 
secondary school and become successful ‘life-long learners’.  
 
We want our parents, whānau and wider school community to be involved; in our students and their successes, in 
the development of our facilities, in fundraising and community events and in the direction of our school. We 
encourage this through our ‘open door policy’, our hui, fono and parent meetings and through the 3-Way 
Reporting Conferences. We want our students to know that they are supported, encouraged, that they ‘belong’ 
and that their success is important to us all. 
 
 
Yours sincerely 
 
 

 
Pauline Cornwell 
Principal 
 
 

Our Commitment to You  
At Papatoetoe Intermediate School, we live by the STAR values: Safety, Trust, Attitude, and Respect. These 

values form the foundation of our school culture and guide how we support our international students. We are 
proud to be a signatory to the Education (Pastoral Care of Tertiary and International Learners) Code of Practice 

2021, ensuring that all our students are well-informed, safe, and properly cared for during their time with us.  

 
 
 

PAPATOETOE INTERMEDIATE SCHOOL Handbook for International Students and Parents - 2026 Page 3 

 



International Student Support Team 
The following staff members are available for assistance, support, and for emergencies: 
 

    

 

Pauline Cornwell 
Principal 

 

Tracy Prout 
Associate Principal 

International Student 
Programme Coordinator 

 

Barbara Ferregel 
International Student 
Administration Officer 

Lynn Corderoy 
Learning Support Leader 
Oversight of Teacher Aide 

allocation and support 

 

24-Hour Emergency Support 
The safety and wellbeing of our students is our priority. Because our international students are young and live 
with their parents, we ensure that both the student and their family have easy access to emergency support at all 
times. 
 

Digital Contact: 
During orientation, we ask parents to save the 24-hour emergency contact number for our International 
Student Programme Coordinator, Tracy Prout (027 472 7565), directly into their mobile phones. 
 
Parental Information: 
This contact information is also prominently displayed in the Parent and Caregiver Handbook and on the 
International Students section of our school website. 
 
Student Support: 
Students are shown how to contact school staff and are reminded of who to go to if they feel unsafe or 
have an emergency while at school. 

 
 

Principal 
Ms Pauline Cornwell 
Telephone: (school) 0064 9 2789763 
Email: paulinec@papint.school.nz 
24 Hour/emergency contact number 
Mobile: 0211151462 

Associate Principal and International Student 
Programme Coordinator 
Mr Tracy Prout 
Telephone: (school) 0064 9 2789763  
Email: tracyp@papint.school.nz 
24 Hour/emergency contact number 
Mobile: 0274727565 

 
Senior staff at Papatoetoe Intermediate School 

    

 

Donna Young 
Deputy Principal 

Gareth Fletcher 
Deputy Principal 

Sanjeev Kumar 
Deputy Principal 

Nawinta Prasad 
Deputy Principal 
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2. Pre-enrolment & Essential Information 
 
1. The Code of Practice and Signatory Status  
Papatoetoe Intermediate School is a signatory to the Education (Pastoral Care of Tertiary and International 
Learners) Code of Practice 2021. This Code ensures that international students are well-informed, safe, and 
properly cared for. You can find more information about the Code on the Ministry of Education website: 
www.education.govt.nz/quick-links/international-students/. 
 
2. Immigration and Visas  
All international students must hold a current Student Visa to study in New Zealand. You must provide the school 
with a copy of the student's passport and visa before enrolment is finalised. Full details are available through 
Immigration New Zealand: www.immigration.govt.nz/new-zealand-visas/options/study. 
 
3. Medical and Travel Insurance  
It is compulsory for all international students to have appropriate medical and travel insurance for the full 
duration of their enrolment, including travel to and from New Zealand. This insurance must cover medical care, 
repatriation, and costs associated with serious illness or death. The school recommends reputable providers such 
as Southern Cross: www.southerncross.co.nz. 
 
4. Quality Assurance (ERO Report)  
Families have the right to review the school's most recent Education Review Office (ERO) report to understand 
the quality of education provided. Our latest report is available on the International Students page of our 
website. 
 
5. Fees and Refund Conditions Before enrolling, you must receive a full breakdown of all costs, including the $400 
non-refundable administration fee and tuition fees. Our Refund Policy details the circumstances under which fees 
may be refunded, including compassionate grounds (such as a death in the family) or if a visa is not granted. These 
documents are available on our website. 
 
6. Staffing, Facilities, and Equipment  
Information regarding our school's staffing, facilities (such as our technology block and gymnasium), and 
equipment is provided to help you make an informed choice. Further details on our STAR values and curriculum 
are found in Section 6 of this handbook and on our website. 
 
7. Dispute Resolution Scheme (DRS)  
If a dispute arises that cannot be resolved through the school's internal grievance process, families have the right 
to access the International Student Contract Dispute Resolution Scheme (DRS). This is an independent service 
provided by iStudent Complaints: www.istudent.org.nz. 
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3. Accommodation 
 
Papatoetoe Intermediate School caters to Year 7 and 8 students (aged 10–13). Because of the complexities of 
pre-adolescence, including homesickness and the need for high-level support, the school has a preferred living 
requirement. 
 
International students are required to live in one of two approved arrangements: 
 

1. With their Parents or Legal Guardians (proof of legal guardianship is required). 
 
2. With a Designated Caregiver (a relative or close family friend) chosen and designated in writing by the 
parents. 

 
Note: The school does not generally accept students seeking homestay or boarding accommodation due to the 
vulnerability of students in this age group. 
 
 

Option 1: Living with Parents 

For students living with parents, the school must verify the relationship and the parent's legal right to be in New 
Zealand. 
 

●​ Verification: Parents must provide the student’s birth certificate and passport, as well as the parents' 
passports and current visas. 

●​ Supervision: At no time can a parent leave the student unsupervised overnight or for any length of time 
without first seeking school approval for a temporary adult caregiver. 

●​ Status Changes: If a parent returns to their home country without informing the school, the enrolment 
contract will be terminated and Immigration New Zealand will be notified. 

●​ Monitoring: The school will meet with parents once per term to verify they are still residing in New 
Zealand with the student. 

 
 

Option 2: Living with a Designated Caregiver 

A Designated Caregiver is a relative or close family friend whom the parents trust to provide accommodation and 
care. 

●​ Parental Responsibility: Parents take full responsibility and accept the decisions made by their designated 
caregiver regarding day-to-day care. 

●​ Vetting and Approval: The school must verify and approve the caregiver and the home prior to 
enrolment. This includes: 

○​ A visit to the home to ensure living conditions are of an acceptable standard. 

○​ Police vetting for all occupants in the home aged 18 years or older. 

○​ A risk-based assessment of the caregiver’s suitability to provide a safe environment. 

●​ Indemnity: Parents must sign a Designated Caregiver Indemnity Document confirming the relationship is 
a 'bona fide' relative or friend and that the school is not responsible for day-to-day care. 
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Ongoing Monitoring and Safety Checks 

To ensure the ongoing safety and wellbeing of our students, the school conducts the following: 

●​ Home Visits: For students not living with parents, the school will conduct regular scheduled home visits 
(at least twice per year). 

●​ Student Interviews: The school conducts quarterly interviews with students to discuss their living 
conditions and ensure they are happy and well-cared for. 

●​ Communication: Any concerns the school has regarding a student's accommodation or caregiver will be 
communicated promptly to the parents in writing. 

 
Changes in Accommodation 

If a student’s living situation changes (e.g., a move from living with parents to a designated caregiver), parents 
must inform the school immediately. Any new arrangement must be vetted and approved by the school before 
the student moves. 
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4. Application Requirements and Procedures 
 
Application Requirements 

To begin the application process, the following documents must be provided to the International Student 
Administration Officer: 

●​ Completed Application Form: Signed by the parents or legal guardians. 

●​ Passports: Copies of the student’s and parents' passport title pages. 

●​ Academic Records: Copies of recent school reports with a verified English translation. 

●​ Health Information: A completed immunisation/health checklist and disclosure of any special learning, 
medical, or behavioural needs. 

●​ Administration Fee: A non-refundable fee of NZ$400.00. 
 
 

The 7-Step Enrolment Process 

Papatoetoe Intermediate School follows a rigorous process to ensure every student is placed in a programme 
where they can succeed. 
 
Step 1: Application and Agent Verification  
If you are applying through a recruitment agent, the school will first verify the agent’s credentials and references 
to ensure they act with integrity and professionalism. 
 
Step 2: Pre-Enrolment Assessment  
The International Student Programme Coordinator will review the student's academic background. An interview 
(in person or via video call) will be conducted with the student and parents to assess English proficiency, academic 
goals, and pastoral care needs. 
 
Step 3: Conditional Offer of Place If the assessment is successful, the school will issue a Conditional Offer of Place 
and an invoice for fees. This is not a final contract and does not guarantee a visa. 
 
Step 4: Pre-Contractual Information Before signing the final contract, parents will be directed to essential 
information on our website, including the latest ERO report, full fee breakdown, and the school's refund policy. 
 
Step 5: Executing the Tuition Agreement Once parents confirm they have read the pre-contractual information, 
the school will send the formal Tuition Agreement (Contract of Enrolment). This is a legally binding document 
that must be signed by the parents. 
 
Step 6: Finalising Enrolment Enrolment is finalised once the school receives: 

●​ Full Tuition Fees: Paid in advance as per the invoice. 

●​ Medical and Travel Insurance: Proof of a compliant policy for the duration of study. 

●​ Student Visa: A copy of the valid visa for study at Papatoetoe Intermediate School. 
 
Step 7: Arrival and Orientation Upon arrival, the student will begin a comprehensive orientation programme. This 
includes being assigned a classroom "buddy," meeting key support staff, and receiving an orientation booklet. 
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Conditions of Acceptance 

By signing the Tuition Agreement, parents and students agree to the following conditions: 

1.​ Minimum Enrolment: The minimum period of enrolment is one school term. 

2.​ Attendance: Students must attend school every day it is open unless prevented by illness. A minimum of 
85% attendance is required to maintain the student visa. 

3.​ Behaviour: Students must follow the STAR Way (Safety, Trust, Attitude, Respect) and the school's Code of 
Conduct. Serious misconduct may lead to the termination of the contract. 

4.​ Living Arrangements: Students must reside with their parents or an approved designated caregiver at all 
times. Any change in address must be reported immediately. 

5.​ Accuracy of Information: If an application is found to be inaccurate or if parents have failed to disclose 
special needs, the school may terminate the enrolment. 

6.​ Visa and Insurance: It is the parents' responsibility to maintain a valid visa and current insurance 
throughout the period of study. 

7.​ Termination: The school reserves the right to terminate the contract in accordance with the principles of 
natural justice if there is a serious breach of terms. 
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5. Student Fees and associated costs 
 
Fee Structure (2026) 

The Papatoetoe Intermediate School Board of Trustees reviews international student fees annually. For 2026, the 
fees are as follows: 

●​ Annual Tuition Fee: NZ$11,520.00 (Includes the Ministry of Education levy and the student's share of 
operating costs). 

●​ Administration Fee (Non-refundable): NZ$400.00 

●​ Total Annual Fee Payable: NZ$11,920.00 
 

What Your Tuition Fee Covers 

Unlike many schools, our tuition fee is comprehensive and covers the following essential educational costs: 

●​ Classroom Instruction:  
All standard curriculum lessons and textbooks on loan. 

●​ Specialised Support:  
ESOL instruction and a contribution toward Teacher Aide salaries (valued at $5,600 per year). 

●​ Technology & Materials:  
Chromebook use, digital licensing, and materials for Food Technology, Visual Arts, and Hard/Soft 
Materials. 

●​ Activities:  
General stationery and school trips, including Education Outside the Classroom (EOTC) or School Camp. 

 

Additional Compulsory and Estimated Costs 

●​ Medical and Travel Insurance:  
Compulsory for all students. We recommend the Southern Cross Students Max Package, which is 
approximately NZ$456.00 per year (to be arranged by parents). 

●​ School Uniform:  
Students must wear the correct uniform, purchased through our approved suppliers (The Warehouse, The 
Uniform Shoppe, or Angels Fashion). 

●​ Estimated Living Costs:  
For your planning, we estimate an additional NZ$1,000.00 per year for personal spending, non-school 
transport, and extra supplies. 

 
 
Fee Protection Policy 

In accordance with Outcome 20 of the 2021 Code of Practice, Papatoetoe Intermediate School ensures that all 
fees paid by international students are secure and protected. 

●​ Secure Accounting: All international fees are paid into a separately coded account. These funds are drawn 
down by the school in arrears at the end of each term. 

●​ Guaranteed Reserves: The Board of Trustees guarantees to hold sufficient funds in reserve to provide 
refunds in the unlikely event that the school is unable to continue a course or programme. 
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Refund Policy and Conditions 

To request a refund, parents must apply in writing to the Board of Trustees within one month of the student’s last 
day of attendance, detailing the circumstances of the claim. 

1.​ Withdrawal Before the Course Starts  
If a student is not granted a student visa or withdraws before the course begins, fees will be refunded in 
full, minus the $400.00 administration fee. 

2.​ Withdrawal After the Course Starts (First Half)  
If a student withdraws before the mid-point of their course, a refund may be granted minus: 

a.​ The $400.00 administration fee. 

b.​ Costs already incurred for tuition, facilities, and resources. 

c.​ Appropriate proportions of salaries for teachers and support staff. 

3.​ Withdrawal After the Second Half  
There are no refunds for students who withdraw after the second half of their course, except in 
exceptional circumstances. 

4.​ Compassionate Refunds  
In exceptional cases—such as the death of a close family member, serious illness, or a serious 
accident—refunds may be granted at the sole discretion of the Principal and the Board of Trustees. 

5.​ Change of Residency  
If a student gains New Zealand residency during their course, they will no longer be required to pay 
international fees. A refund will be made for the unused portion of the prepaid fees, provided 
documentation of residency is provided within 14 days of it being granted. 
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6. School Information 
 
This section outlines the daily life, expectations, and educational opportunities at Papatoetoe Intermediate 
School. 
 
Our Culture: The STAR Way 

Papatoetoe Intermediate is a "STAR school," meaning we subscribe to the Positive Behaviour for Learning (PB4L) 
framework. This framework focuses on building a culture where positive behaviour and learning are a way of life - 
the STAR way. Our core values are: SAFETY, TRUST, ATTITUDE and RESPECT. 

These values are the foundation for our classroom and playground interactions, helping students become "authors 
of their own destinies". 

 
Student Code of Conduct: The STAR Way 

At Papatoetoe Intermediate, we respect, help, and support each other. You are expected to follow the STAR Way 
at all times: 

●​ Safety: Follow directions and keep hands and feet to yourself. 

●​ Trust: Respect others' property and be honest. 

●​ Attitude: Be in the correct place at the correct time with the correct equipment. 

●​ Respect: Be considerate - no teasing or "put-downs." 

 
Bell Times 

​ 8.00 a.m​ ​ ​ Breakfast Club opens in the Food Technology Room 
8.30 a.m.​ ​ ​ Students settle into class and prepare for the day 

​ 8.45 a.m.​ ​ ​ Start of school day - karakia 
​ 8.45 – 9.30 a.m.​​ ​ Period 1 
​ 9.30 – 9.35 a.m.​​ ​ Healthy Snack (to support focus) 
​ 9.35 – 10.25 a.m.​ ​ Period 2 
​ 10.25 – 10.50 a.m.​ ​ Morning Tea Break 
​ 10.50 – 11.05 a.m.​ ​ Morning Tea Eating 
​ 11.05 - 11.55 a.m.​ ​ Period 3 
​ 11.55 – 12.45 p.m.​ ​ Period 4 
​ 12.45 – 1.10 p.m.​ ​ Lunch break 
​ 1.10 – 1.20 p.m.​ ​ Lunch Eating 
​ 1.20 – 2.10 p.m.​ ​ Period 5 
​ 2.10 – 3.00 p.m.​ ​ Period 6 
​ 3.00 p.m.​ ​ ​ End of school day 
 
 
School facilities 
Our students have access to high-quality facilities designed for modern learning: 

●​ Technology & Science: A specialised Technology block and a Science laboratory. 

●​ Arts & Culture: Music rooms with practice spaces and various musical instruments. 

●​ Physical Activity: A gymnasium, basketball and netball courts, and extensive grass rugby and football 
fields. 

●​ Digital Learning: Full school WiFi and a dedicated Digital Technologies space. We provide school-managed 
Chromebooks for use in all classrooms. 
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School Uniform and Dress Code 

Our uniform reflects our identity and sense of belonging. Students are expected to wear it correctly and with pride 
at all times, including when travelling to and from school. 

●​ General Uniform: Unisex monogrammed maroon polo fleece jacket, gold/charcoal/maroon 
monogrammed T-shirt, plain black shorts or A-line skirt, and plain black socks. 

●​ Footwear: Plain black shoes (no boots or high-tops) or black sandals with straps. 

●​ Physical Education (PE): Students use their school T-shirt and plain black shorts for all PE and sports 
activities. We recommend families buy 2 or 3 school T-shirts to allow cater for this. 

●​ Winter and Accessories: Students may wear a plain black raincoat and a plain black scarf to and from 
school. Head covers must be plain black or maroon. 

●​ Expectations: If a student is unable to wear the correct uniform, a written note from a parent must be 
provided to the classroom teacher. 

 

 

Approved Suppliers 

Our uniform can be purchased from: 
●​ The Warehouse (Manukau) 
●​ The Uniform Shoppe (Ronwood Ave) 
●​ Angels Fashion (St George St) 

 
 
Programmes at Papatoetoe lntermediate School 
Our school curriculum provides a rich and balanced learning experience across all essential learning areas, 
including English, Mathematics, Science, Physical Education, Health, Social Studies, Music, Visual Art, and 
Technology (Design and Hard Materials, Food Technology, and Soft Materials). 
 
Students also have the opportunity to learn an additional language during Cultural Elective (CE) time. Te Reo 
Māori is taught to all students as an integral part of our curriculum. 
 
Teaching at Papatoetoe Intermediate School is learner-focused and encourages students to take an active role in 
their education. Students are supported to set learning goals, reflect on their progress, and become confident, 
self-managing learners who help shape their own learning pathways. 
 
Further details about our curriculum can be found on the Papatoetoe Intermediate School website: 
http://www.papint.school.nz/ 
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Learning support programmes 
Papatoetoe Intermediate School provides a range of learning support to help all students succeed. This includes: 

●​ Teacher Aides working alongside students in classrooms 
●​ Targeted support in literacy and numeracy 
●​ Small group or one-to-one tuition when needed 

 
These programmes ensure that every student receives the guidance and support they need to achieve their 
learning goals. 
 
English Studies for Speakers of Other Languages (ESOL) 
Students at Papatoetoe Intermediate will also be offered a special ESOL programme to improve their English. 
The programme will be designed around the needs of the student and will be decided on after an initial 
assessment. In the event of the student having a high level of English they will participate in the normal school 
curriculum and may be withdrawn or have in-class support to improve aspects of their English. 
 

Opportunities at Papatoetoe Intermediate School 

At Papatoetoe Intermediate School, students are encouraged to explore their interests, develop their talents, and 
challenge themselves through a wide range of sporting, cultural, academic and leadership opportunities. 
 
Cultural and Performing Arts 
We celebrate the rich cultural diversity of our school community through a variety of cultural and performance 
opportunities. These opportunities allow students to express identity, creativity and confidence. They include: 

●​ Kapa Haka 
●​ Choir, Orchestra and Concert Band 
●​ A range of performance and non-performance cultural groups 
●​ Annual Rising Stars Talent Quest 
●​ Celebration of Language Weeks throughout the year 

 
Sport and Physical Activity 
We offer an extensive sports programme catering for a wide range of interests and abilities. Our programme 
encourages participation, teamwork, resilience and school pride. Opportunities include: 

●​ Competitive team sports across multiple codes 
●​ Recreational sports programmes 
●​ Lunchtime inter-class and inter-house competitions 
●​ Interschool intermediate sports events 
●​ Sports exchanges 
●​ Annual Swimming Carnival 
●​ Annual Athletics Day 
●​ Sports Camp 

 
Outdoor Education 
Students participate in camp and outdoor education programmes, which run every two years. These experiences 
build independence, resilience and strong peer relationships. 
 
Academic Enrichment and Extension 
Students are supported and challenged through a range of academic extension programmes and competitions, 
including: 

●​ Hard Materials, Food Technology and Soft Materials extension 
●​ Visual Arts and Music extension programmes 
●​ Environmental (Enviro) Programme 
●​ EPro8 Engineering Challenge 
●​ Science and Mathematics competitions 
●​ General Knowledge quizzes 
●​ Writers’ extension, speech competitions and Book Club 
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Innovation, Enterprise and STEAM 
All students participate in whole-school showcase events during their time with us. These authentic learning 
experiences promote creativity, problem-solving and entrepreneurial thinking. They include: 

●​ Art Exhibition 
●​ STEAM Exhibition 
●​ Market Day 

 
Career Pathways 
All students have the opportunity to explore future pathways through our annual Careers Day held in Term 4. 
Students participate in a Careers Expo, where a range of professionals share insights into their industries and 
career journeys. They also take part in classroom-based activities focused on career awareness, including learning 
about different pathways and creating a simple CV.   
 
While Careers Day is designed for all students, it is particularly valuable for our Year 8 students as it supports their 
transition to secondary school and encourages them to begin thinking about future pathways. 
 
 
Technology and Mobile Phones 

●​ Digital Citizenship: You and your parents will sign a Digital User Agreement. We use school-managed 
Chromebooks for learning and do not operate a BYOD (Bring Your Own Device) programme. 

●​ Security Box: You may bring a mobile phone for safety while travelling. However, all phones, wallets, and 
money must be placed in the security box in the office at the start of the day for safekeeping. 

 

Laptops and Devices at school 
Papatoetoe Intermediate School provides a balanced approach to digital learning. We do not operate a Bring Your 
Own Device (BYOD) programme. Instead, each classroom is equipped with a set of school-managed Chromebooks 
that students use to access online learning tools and complete digital assessments when required. 
 
Students also participate in dedicated Digital Technologies lessons once per week as part of their regular 
timetable. 
 
The school does not require families to purchase laptops or Chromebooks for use at school. As a no-homework 
school, we do not expect parents to provide devices at home to meet learning expectations. 
 
All students receive a Google account for use at school, and both students and parents sign a Digital User 
Agreement upon enrolment outlining expectations for safe and responsible use. Using school-owned devices 
enables us to maintain a secure and well-managed online environment that supports student learning and 
wellbeing. 
 
 
Mobile Phones 
Students are permitted to bring their mobile phones to school.  
 
All mobile phones/wallets/money or any other item that needs to be kept secure during the day are collected at 
the start of the day and locked in a security box. The security box is kept in the administration offices during the 
day. The security box is returned to the class before the end of the day so the stored items can be returned to the 
respective students.  
 
The school accepts no responsibility for mobile phones that are carried around the school or are left in bags or 
desks.  

 

PAPATOETOE INTERMEDIATE SCHOOL Handbook for International Students and Parents - 2026 Page 15 

 



7. Orientation Programme and Support Services 
 
Our Orientation Programme 

Starting a new school in a new country is a big step. We provide a well-designed, age-appropriate orientation 
programme led by Tracy Prout (International Student Programme Coordinator) to help you settle in quickly. 

●​ Your First Day:  
You will be met by Mrs Prout and introduced to your classroom teacher. You will be assigned a "buddy 
group" of two or more classmates who will help you with daily routines, finding your way to the student 
reception or toilets, and introducing you to new friends. 

●​ Settling In:  
We will provide you with an Orientation Booklet containing a school map, your timetable, a staff list, and 
information on our sports and cultural activities (ACE). 

●​ Daily Procedures:  
We will show you how things work at our school, including all of our daily routines and even where to find 
our Breakfast Club. 

●​ Safety Drills: You will be taught exactly what to do during fire, earthquake, and lockdown drills to ensure 
you are safe while on campus. 

 

Ongoing Student Support 

We are committed to your wellbeing and success throughout the year. 

●​ Academic Monitoring:  
Mrs Prout will regularly check your academic progress and how you are settling into the ESOL programme. 

●​ Proactive Check-ins:  
You will have regular meetings with the Coordinator to talk about how you are feeling and to ensure your 
living situation remains happy and stable. 

●​ Cultural Support:  
If you need help communicating, we can provide translators (either staff or student leaders) to help you 
share your thoughts in your own language. 

 

Health, Safety and Wellbeing 

●​ Medical Care:  
If you feel sick or are injured at school, go to the Student Reception. Our staff will look after you and 
contact your parents if necessary. 

●​ 24/7 Emergency Support:  
You and your parents have the 24-hour emergency mobile number for Tracy Prout (027 472 7565) saved 
in your phones. You can call this number at any time, day or night, if there is a serious emergency. 
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8. Consequences and Disciplinary Procedures 

At Papatoetoe Intermediate, we believe that helping students learn from their mistakes is as important as their 
academic studies. Our approach to behavior is guided by the STAR Way and the principles of Restorative Justice. 

1.​ Restorative Practices (For Minor Issues)  
When a student is involved in an incident or displays inappropriate behavior, our first step is to seek a positive 
resolution. We will: 

Listen to all perspectives to uncover the "truth" of what happened. 

Hold a meeting where everyone involved can talk about the harm caused and how to "fix" it. 

The International Student Programme Coordinator will provide additional support to the student and their 
family throughout this process. 

2.​ Formal Disciplinary Action (For Serious Issues) If a student is involved in serious or persistent misconduct that 
violates the school’s rules or values, the school may take formal disciplinary action. This can include: 

Stand-down or Suspension: A temporary removal from school while a full investigation is conducted. 

Exclusion or Termination of Enrolment: For very serious breaches, a student may be required to leave 
the school permanently. 

3.​ Grounds for Termination of Enrolment  
The school reserves the right to terminate a student's enrolment contract in the following circumstances: 

Inaccurate Information: If the original enrolment application is found to be false or inaccurate. 

Visa Breaches: Failure to maintain a valid student visa or meeting visa conditions, such as the 85% 
attendance requirement. 

Serious Misconduct: Behavior that is dangerous or deeply disrespectful to the school community. 

Failure to Disclose Needs: If parents did not disclose significant special learning, medical, or behavioral 
needs at the time of application. 

4.​ Principles of Natural Justice  
In all cases of serious disciplinary action, the school will follow a fair and transparent procedure. Parents will be 
informed both verbally and in writing and will have a reasonable opportunity to provide an explanation before 
a final decision is made. 

5.​ Financial Implications  
Please note that if a student is required to leave the school due to disciplinary action or termination of the 
contract, no refund of tuition fees will be made. 
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9. Student Grievances (Complaints)  
 
At Papatoetoe Intermediate School, we want every student to have a positive and successful experience. If you 
have a concern or are unhappy about something, we have a fair and open process to help resolve the issue as 
quickly as possible. 
 
Step 1: Internal Support (The STAR Way) 

●​ Talk to your teacher:  
If you have a problem in class or with a friend, the first person to talk to is your classroom teacher. They 
are there to support you every day. 

●​ Talk to the International Student Coordinator:  
If you are not comfortable talking to your teacher, or if the problem is not fixed, go to see Tracy Prout. She 
can help mediate the issue and can organise an interpreter if you need help speaking in your own 
language. 

●​ Meet with the Principal:  
If the issue remains unresolved after speaking with Mrs. Prout, you and your parents can request a 
meeting with the Principal, Pauline Cornwell. 

●​ Note for Parents:  
Complaint forms are available in the office and on our website. 

 

Step 2: External Support 

If your complaint is very serious or you are not satisfied with the school’s response, you can contact external 
agencies: 

●​ NZQA (Code Breaches): If you believe the school has breached the Code of Practice, you can make a 
formal complaint to the New Zealand Qualifications Authority (NZQA). 

●​ iStudent Complaints (Financial or Contractual Disputes): If you have a dispute about money or your 
contract that the school cannot resolve, you can contact iStudent Complaints, the independent Dispute 
Resolution Scheme (DRS). 

Website: www.istudent.org.nz 

Email: complaints@istudent.org.nz 
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Section 10: Withdrawal and Attendance Procedures 
 
To maintain your student visa and ensure your safety, the following rules apply to attendance and leaving the 
school: 

1.​ Withdrawal:  
If you decide to leave the school before your enrollment ends, your parents must notify the school in 
writing before your last day. We will then notify Immigration New Zealand. 

2.​ Non-Attendance:  
If you are sick, your parents must call the school office before 9:00 am. If you are absent for more than 20 
consecutive school days without a written explanation, your enrolment will be terminated, and 
Immigration New Zealand will be notified. 

3.​ 85% Requirement:  
You must maintain at least 85% attendance to meet your visa conditions. If your attendance falls below 
this, the school is legally required to report this to Immigration New Zealand. 

 
 

 
 
 
11. Summary - Code of Practice for the Pastoral Care of International Students 
 
What is the Code?  
When international students come to New Zealand to study, it is vital they are well-informed, safe, and properly 
cared for. The Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021 is a 
document that sets out the high standards of advice and care that New Zealand schools must provide. 
 
Why does it matter to you?  
As a signatory to the Code, Papatoetoe Intermediate School is committed to: 

●​ Providing clear and accurate information before you enrol. 

●​ Ensuring you have a safe and supportive study and living environment. 

●​ Respecting your culture and supporting your wellbeing. 

●​ Giving you access to fair procedures for resolving any problems. 

 
You can read the full Code of Practice on the New Zealand Qualifications Authority (NZQA) website: 
www.nzqa.govt.nz. 
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