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Important information

1. This programme handbook contains the most up-to-date paper outlines
available at the date of completion, 1* November 2009.

Paper outlines are continually being revised and updated and key texts
replaced. Your lecturer/tutor will provide you with the most up-to-date
information.

2. On the NZDipBus and associated programmes each paper requires
200 hours of study in order to gain the 20 credits allocated to it on the
New Zealand Register of Qualifications.

Given that contact teaching time totals between 60 and 70 hours, you

are expected to work for at least two hours independently for every
contact hour taught.
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Introduction to ICL; Mission and Values

Introduction to ICL

ICL Business School (formerly ACG Business School) was incorporated in 2002 and offers a range of
tertiary Business, Computing, TESOL and Early Childhood Education programmes. The diplomas and
certificates range from level 7 to 4 on the NZ Qualifications framework, and most awards are made by the
NZ government. ICL Business School incorporates International College of Linguistics. The School has

mostly international students, from around 20 different countries. ICL is recognised by the Chinese
government.

Mission Statement

ICL’s mission is “to help learners achieve their educational goals and develop learner autonomy by providing
high quality educational programmes within a motivating, guided and healthy learning environment.”

Values Statement

ICL will:
deliver quality programmes through a commitment to academic excellence;
with integrity of moral principle and professional standards;
acting with collegiality , respecting staff, students and other stakeholders;

reacting with versatility and accommodation to stakeholders’ service requests; and
with a view to maintaining sustainability on behalf of its shareholders.

Quality

ICL will commit itself to academic excellence in all its programmes. The College will aim to deliver quality
education, focused on the pursuit of learner autonomy, through the selection of highly-trained, motivating
professionals and first-class learning resources.

Integrity

ICL will ensure that all College staff operate with integrity of moral principle and the highest standards of
professional ethics with respect to programme delivery, assessment and appeal.

Collegiality

ICL will ensure that students, staff and other stakeholders are treated with respect, honour and equality,
within the principles of natural justice and within the context of the Treaty of Waitangi.

Versatility

ICL will ensure that requests and enquiries from stakeholders are dealt with promptly, pleasantly and flexibly,
according to best practice service standards, in order to render a high level of customer satisfaction.

Sustainability

ICL will operate within a stable financial environment by increasing the shareholders’ return on investment,
so that continued reinvestment is enabled and the College’s position in the marketplace is secured.
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ICL Business School Programmes

ICL Business School offers a range of diplomas at Levels 5, 6 and 7, equivalent levels to the three years of
a Bachelor degree.

New Zealand Diploma in Business Level 6

The New Zealand Diploma in Business (NZDipBus), which is owned by the NZ government. Its aim is to
introduce students to the main disciplines of business and to provide a bridging programme to business
degree study. The programme consists of twelve papers taken over four 17-week semesters, giving 240
credits overall.

Successful NZDipBus graduates at ICL qualify for acceptance onto a Bachelor of Commerce (BCom) or
Bachelor of Business (BBus) degree at all New Zealand universities and those of many other countries, and
may qualify for substantial credit. The award of the NZDipBus qualifies the holder for 60 points in applying
for NZ Permanent Residence.

ICL Diploma in Business Level 6

This builds on a completed NZDipBus with an extra four Level 6 papers from NCC Education, a British
tertiary institution. Total duration of the programme is 2.5 academic years, or 20 months. Pathways, with
two years’ credit transfer, give into the third year of an Honours Bachelor degree in over 20 UK universities.
Students who perform well are guaranteed second year entry to the BBus at AUT University and those
averaging a B+ will be granted 150 credit points, allowing them the opportunity to complete the AUT BBus in
1.5 years. Pathways also exist to Deakin University and USQ in Australia. The ICL Diploma in Business is
ideal for a student who wants to continue to complete a Bachelor degree in NZ, Australia or the UK. It also
assists students applying for a work visa or permanent residency.

NZIM Diploma in Management Level 5

The NZIM Diploma in Management consists of six NZDipBus papers, taken over two 17-week trimesters, or
one academic year, giving 120 credits overall. Graduates of the diploma can progress to the NZDipBus or
the Diploma in Business Computing, or the ICL Diploma in Business.

There are many skilled positions available to Business Diploma graduates (NZIM, NZDipBus or ICL Diploma
in Business), such as Office Manager, Customer Service Manager, Restaurant Manager, Insurance and
Finance Broker. Graduates finding one of these positions qualify for 50 points towards Permanent
Residence, in addition to the 50 points for the qualification (60 points for NZDipBus), and up to 30 points for
age.

National Diploma in Computing (Level 7)
The aims of the course leading to the National Diploma in Computing (Level 7) are to:

Develop advanced computing skills with specialisation in computer support;

Develop in students sufficient practical and theoretical skills in computing to enable them to progress to
further studies in a similar field or to enter employment directly; and
Enable both local and international students to achieve an industry-focused employment qualification.

Graduates of the National Diploma in Computing (Level 7) will have attained a job entry qualification with
particular strengths in system maintenance and user support. They will also be strongly placed to progress to
degree level studies in information technology at a university or polytechnic. The programme is taught over
44 weeks with starting dates every month. The last 12 weeks of the programme consist of a work placement.

Diploma in Business Computing (Level 7)

The Diploma in Business Computing is a two-year programme which consists of the NZIM Diploma in
Management and the National Diploma in Computing combined. The Diploma is an industry-focused
qualification that aims to provide graduates with advanced computing skills with specialisation in computer
support, based on a practical grounding in business and management practice. The first stage is the NZIM
Diploma in Management, which provides a thorough grounding in business, organisation and management,
computing and communication practice. The second stage is the National Diploma in specialisation in
computer support and develops in students sufficient practical and theoretical skills in computing to enable
them to progress to further studies in a similar field or to enter employment directly.
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Early Childhood Education

ICL offers the Level 5 National Certificate in Early Childhood Education and Care. The programme lasts one
academic year of 36 weeks, with intakes every eight weeks throughout the year. The National Certificate
belongs to the New Zealand government and was designed to provide students with the theoretical and
practical knowledge to enable them to work in New Zealand childcare centres. The National Certificate in
Early Childhood Education and Care qualifies the holder for 55 points in applying for NZ Permanent
Residence. It also gives credit of up to a year towards the Diploma in ECE or Bachelor of Education degree
delivered in a range of NZ and international tertiary institutions.

Recent government funding initiatives in the pre-school sector mean that there is a high demand for early
childhood practitioners in New Zealand. ICL’s current ECE pass rate is 95%. The great majority of
graduates find employment within a month of graduation. Of the alumni we are still in contact with, 66%
have found a permanent position and a further 11% a temporary position.

English language and examination preparation

ICL provides English language programmes for students preparing to enter academic programmes at ICL or
other academic institutions and also for those who wish to take a general English course for its own sake.
There are specialist examination preparations for IELTS, the most widely-recognised university entrance
English test in the Commonwealth, and TOEIC, a greatly respected English language test in the Asia-Pacific
region. Students are welcome from elementary to advanced levels and can study full time or part time.

ICL’s IELTS students regularly score 6.0 or better, and recently two students achieved an overall band of 7.5
and a third achieved 8.0.

International College of Linguistics TESOL Course

The International College of Linguistics TESOL Course is a four-week course for practising teachers of
English who wish to refresh their English, look at current trends, reflect on their personal philosophy of
education and be introduced to the Cambridge University Teaching Knowledge Test.

The aims of the course are to:

allow teacher-participants to gain or reinforce knowledge of concepts related to the practice of
English language teaching and learning;

provide an introduction to the TKT award offered by Cambridge University in such a way that
teacher-participants may choose to enter Module 2 of the qualification;

encourage teacher-participants in their professional development by providing opportunities to
identify their own personal philosophy of education and identify current English language teaching
issues, trends and research;

facilitate teacher-participants exchanging ideas about English language teaching;

create opportunities and requirements for teacher-participants to reflect in writing on their
professional lives, past and future, and to keep records of their learning during the four-week
course;

Those who do the weekend work will be able to reflect and consider the implications of
foregrounding client needs.

The four-week course is run in July and August each year, or at any time for a closed group. The course is
available in two formats; standard and intensive. The standard course contains 170 hours and the intensive
course 200 hours. The totals of hours include approximately one self-study hour for each classroom contact
hour. Each course has100 hours assigned to ESOL unit standards and then there are 70 hours or 100 hours
respectively dedicated to education unit standards.
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Message from the P

rincipal

Welcome to ICL Education!

We believe in success. Whether you are studying Business,
Computing, Early Childhood Education or English, we are
committed to your success. Our students pass; our students get
jobs; our students progress to higher education; and very important,
our students enjoy their time at ICL!

Education changes as fast as the world does, and when you select
your study destination it is important to find innovation as well as a
tradition of quality. In New Zealand you will find both: an excellent,
British-based academic heritage, with universities over 100 years

old, and a dynamic, modern education system constantly adapting
to the change and growth in our multi-cultural society. And at ICL,
within this traditional yet dynamic environment, we offer the perfect

combination of private sector service standards, and the academic guarantee of qualifications
owned or approved by the New Zealand government.

Our mission is to help you “develop learner autonomy”; at ICL you take ownership of your
education. Your teachers guide you, with enthusiasm and professional skill, in the direction of your
learning objectives, but you must do the work, both in class and through self-study. Think of your
teacher as the conductor and your class as the orchestra. The conductor directs you, but you and
your classmates make the music!

I look forward to meeting you at ICL and helping you succeed.

Ewen Mackenzie-Bowie
Principal and Director
ewen@icl.ac.nz

ICL Administration Staff

Principal

Sales and Marketing Manager
Administrator

Administration Team

Ewen Mackenzie-Bowie

Nigel Cumings

Masako Doffman

Janet Wang, Chulhyun Sung, Viggi Wu
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ICL Staff

Principal
Ewen Mackenzie-Bowie MA, Surrey, BA (Hons), Stirling, RSA Dip TEFL, Edinburgh, FRGS

Sales and Marketing Manager
Nigel Cumings B Planning, Auckland, BCom, Auckland

Business and Computing Lecturers

Senior Lecturer, Business

Naomi Pocock MMS (Hons), Waikato, BMS (Hons), Waikato

Senior Lecturer, IT

Desmond Patel MTech (Hons), Indian Statistical Institute, BTech, Varanasi, Diploma Java & Web
Tech, SSI

Senior Lecturer, Administration

Andre Joubert BA (Hons), Pretoria, PC Tech Dip (Networking), A+, Network+, I-Net+, MCP

Subhan Ali MSc Maths, New South Wales; BSc, Wollongong; Grad Diploma in Further
Education, University of Southern Queensland

Puskpak Ghai BCom, Delhi, NZDipBus, UNITEC, Dip Management, NZIM

Dr Jacob Kettoola PhD Southern California, MA Southern California, BCom Baghdad

Christine Lim MA Communication Mgt, UniSA, BA (Hons) Anthropology & Sociology, Malaya

Ash Malhotra MBA, NIM, BCom, Bombay, LLB, Bombay, FCS, India, CA

Anand Mokashi MBA Management, Pune, MBA Marketing, Pune, BSc, Pune,
PGDip QM, Pune

Hameed Semar MBA, IGNOU, MPhil, Madras, MCom, Madras, Dip Teaching, Auckland

Mohinder Singh MA, Brunel, BA (Hons), Sunderland, PGCE, Greenwich

Peter Smith BCom, Bombay, Dip Bus Studies, Auckland, Cert Adult Education

Early Childhood Education Lecturers
Programme Co-ordinator

Sandy Duncan MA, Auckland, BA (Hons), Auckland, Cert TESOL

Tahera Afrin MEd, Dhaka, BEd (Hons), Dhaka

Brynyce Owen BPhil, Birmingham, Dip ECE, NZQA, Grad Dip Education, AUT

Nicola Renouf Dip Teaching, Wellington, Kindergarten Teachers Diploma, Wellington, Cert

Language Teaching, AUT
Dr Tran Thi Thanh Binh PhD, Auckland, MEd, Dunedin, PGCE (Credit), Dunedin, BSc, Hanoi, Cert TEFL,

Hue
English Tutors
Senior Tutor
Ruth Kikuchi BA, Auckland, Cert TESOL, New Plymouth
James Fleming M Prof Studies in Language Teaching, Auckland, BA (Hons), Auckland
Paul Montague BEd Primary Teaching and ESOL, Auckland
Geetha Ramalingam  MEd, Deakin, Dip TESOL, Sheffield Hallam
David White BA, British Columbia, TESOL, Trinity College London, IELTS Examiner

Quialification, British Council

Research Advisory Board

Dr John Hinchcliff Former Vice-Chancellor, AUT University
Prof Ron Newman President, Raffles University
Dr Somnath Basu Director, California Institute of Finance
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The New Zealand Diploma in Business — NZDipBus Leve |6

Version 2 — Introduced July 2007

ICL teaches the New Zealand Diploma in Business (NZDipBus), which is owned by the NZ government. Its
aim is to introduce students to the main disciplines of business and to provide a bridging programme to
business degree study. The programme consists of twelve 400,500 and 600-level papers taken over four
17-week trimesters, giving 240 credits overall.

Successful NZDipBus graduates at ICL qualify for acceptance onto a Bachelor of Commerce (BCom) or
Bachelor of Business (BBus) degree at all New Zealand universities and those of many other countries, and
may qualify for substantial credit. The award of the NZDipBus qualifies the holder for 50 points in applying
for NZ Permanent Residence

ICL’s NZDipBus pass rate last trimester was 92% among those who met the minimum attendance
qualification of 80%.

Aims and Outcomes

The aim of the New Zealand Diploma in Business is to introduce students to the main disciplines of business
and to provide a bridging programme to business degree study. ICL understands and accepts the
philosophy upon which the NZDipBus is built.

More specifically, according to the NZDipBus website
http://www.nzga.govt.nz/qualifications/tertqual/dipbus/index.html

A graduate of the New Zealand Diploma in Business will:

1. in arange of diverse and changing organisational settings, effectively be able to:
0 add value by applying specific business skills
o apply arange of interpersonal and communication skills
o apply critical problem solving skills with initiative and judgement
o0 recognise ethical and cultural issues inherent in decision making
o work independently and within teams of diverse people
2. have appropriate skills, research abilities and knowledge to pursue further study and professional
development.”

Entry requirements and Cross Credits

To be admitted to the programme you must be 18 years of age or over at the commencement of the
course, meet the current requirements of the NZ Immigration Service and Visa requirements and have
received an offer of place from ICL. You must meet both English language and academic entry
gualifications:

English Language

You must:

have attained an acceptable level of English fluency. This fluency may be demonstrated by a minimum
of IELTS 6, or TOEFL 520, for full entry to the programme. (Provisional entry is available with an
IELTS score of 5.5 (or its equivalent) and this enrolment is conditional on concurrent English support.
Students on provisional entry are required to take 469: Academic Skills for Business as a pre-
requisite or co-requisite for any other NZDB papers).

or

- have successfully completed at least one NZDipBus paper at another NZQA accredited institution

or

have completed a substantial part of, or an entire, Level 5 diploma

Business & Computing Handbook v35 Nov 2009 © ICL 2009. All rights reserved 9



Academic

You must:
have 50 credits at NCEA Level 2 or above, with at least 12 credits in each of three subjects,
including eight Level 1 literacy credits and eight Level 1 numeracy credits, or a Sixth Form Certificate,
or equivalent, if you are under 20 years; i.e. International students must have completed high school.
Applicants 20 years and over are mature applicants and need no formal qualification but must
demonstrate that they are enthusiastic and motivated
or
- have successfully completed at least one NZDipBus paper at another NZQA accredited institution
or
have completed a substantial part of, or an entire, Level 5 diploma
Students less than 20 years old must have:

a minimum of 14 numeracy credits at level one or higher in Mathematics or Pangarau on the
National Qualifications Framework

fifty credits at level two or above with at least 12 credits in each of three subjects including a
minimum of 8 literacy credits at level two or higher in English or te reo M ori; 4 credits must be in
reading and 4 credits must be in writing. The literacy credits will be selected from a schedule of
approved achievement standards and unit standards

or equivalent to both the above.

These entry criteria have considered the following:

The number of level 2 credits are in line with the equivalence of SFC average grades of 5 over four
subjects, ie 20 or less in the best four subjects. This is, in effect, the requirement used under SFC.

A literacy and numeracy requirement is consistent with University Entrance but is intended to be less
onerous to achieve. This will ensure that minimum levels are reached but allow for staircasing to
degree qualifications.

This requires a spread of credit across at least three subjects and not just a concentration of credit
across a few subjects. This is consistent with University Entrance.

An English proficiency level is consistent with the level used in the majority of undergraduate
programmes.

How to apply and enrol

To enrol in the programme you must have:

- Completed all the required application documents;
Received an acceptance letter and offer of place;
Accepted the offer of place;

Paid the required fees;
A current student visa;

Credit Transfer

Students who wish to transfer from another recognised institution may receive credit for any prescribed and
optional papers, as set down in the credit transfer schedules established by NACBS. An expert evaluator is
required to judge whether credit transfer is possible, and the NZQA charges a levy for credit transfer
recognition. Therefore ICL will charge $200 for this service, which will be credited to the student if the
student subsequently enrols, completing the NZDipBus programme with us.

In line with the publication, Procedures for processing applications for recognition of credit through credit
transfer and assessment of prior learning, each student may include in the qualification one unspecified
credit as a substitute for an optional paper. http://www.nzga.govt.nz/qualifications/credit.html

The credit must arise from a course that assesses outcomes that are not part of an approved NZDipBus
prescription. The course must be at an appropriate level, and assess outcomes that are relevant to the
NZDipBus objectives as described in the rules and procedures. Some credit transfers that can be granted
can be found on the website: http://www.nzga.govt.nz/qualifications/tertqual/rules/appendl.html
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Cross-Credit Applications will be processed as soon as possible. We are building up a file with
relevant information. In some cases we can give a quick answer. In other cases we need to do
research before deciding. We cannot guarantee an answer in less than 15 working days.

The maximum Cross-Credits allowed by the NZQA is ten.

Applications must be given with formal evidence of academic results i.e. original documents. Course
prescriptions will be required if the academic results have to be compared with NZDB course
prescriptions. These must be obtained from the awarding institution by the applicant.

Original documents must display the official seal of that institution, or be typed on institution
letterhead and signed by a department manager or similar.

All original documents will be held until approval has been ratified by the Academic Quality
Committee.

Cross-credit from other qualifications

Credit Transfer

In the case of NZ DipBus, a maximum of 8 cross credits is permitted into the NZ DipBus from other relevant
New Zealand qualifications.

In addition to credits for the prescribed core and optional papers, students may include on the qualification
one unspecified credit as a substitute for an optional paper. This will only apply where the outcomes of the
paper for which credits have been awarded are relevant to NZ DipBus objectives. While the skills and
knowledge to be transferred do not need to match a NZ DipBus prescription directly, they should be
consistent with the NZ DipBus graduate profile. Students may be awarded one unspecified credit at either
100 level or 200 level, appropriate to the level of knowledge and skills being recognised.

Students applying for credit transfer will be required to show proof of the award of credits, such as a record
of learning and to complete the appropriate Credit Transfer application form. There should normally be a
turnaround of credit transfer applications in no more than two weeks. There will be no charge to students for
this service. The Director of Studies will facilitate this process, oversee the recording of results on the ICL
database and report the award of credits by credit transfer to the ICL Quality Management System
Committee who will ratify the results before they are reported to NZQA.

The Director of Studies will report statistical information on an annual basis to NACBS e.g. number of
applications received, names of specific papers for which credit transfer applications were made, numbers of
successful applications and any emerging issues.

Credit Transfer Schedules

The following schedules have been approved.

1 University Bursaries (UB) subjects

2

Credit transfer from

to the NZDipBus paper

60% or better in Accounting

400 Accounting Principles

60% or better in Economics

520 The Economic Environment

British A level subjects

Credit transfer from

to the NZDipBus paper

A or B grade in Accounting

400 Accounting Principles

A or B grade in Economics

520 The Economic Environment
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3 New Zealand Institute of Management Qualification s

0] Certificate in Management (CM)

Credit transfer from to the NZDipBus paper
B average or better in four of the six papers in list 530 Organisation and
A: Management

801 Employment Relations

802 Introduction to Marketing

803 Human Resources |: People at Work
805 Introduction to Management

812 Waorkplace Communication

836 Enterprise Research Project

Credit transfer from to the NZDipBus paper
B average or better in four of the six papers in list 530 Organisation and
A and four further papers taken from list A or list Management

B, i.e. a total of eight papers in a completed and

Certificate in Management. one unspecified credit

at 100 level

The following credit transfer is also available, but the maximum credit that may be transferred from the
Certificate in Management is two NZDipBus papers.

Credit transfer from to the NZDipBus paper

B average or better in all of the papers: 550 Business Computing
811 Introduction to Computing
817 Information Systems

(i)  Enterprise Certificate in Management (ECM)

Credit transfer from to the NZDipBus paper
B average or better in all of the four papers in list 530 Organisation and
A Management

802 Introduction to Marketing
805 Introduction to Management
812 Workplace Communication
836 Enterprise Research Project

Credit transfer from to the NZDipBus paper
B average or better in all of the four compulsory 530 Organisation and
papers in list A and four further papers taken Management

from list B, i.e. a total of eight papers in a

completed ECM and

one unspecified credit
at 500 level

The following credit transfer is also available, but the maximum credit that may be transferred from the
Enterprise Certificate in Management is two NZDipBus papers.

Credit transfer from to the NZDipBus paper

B average or better in all of the papers: 550 Business Computing
811 Introduction to Computing
817 Information Systems
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(i)  Certificate in Small Business Management (CSB M)
This qualification is being reviewed during 2003. After the review has been completed, the credit
transfer schedule will also be reviewed. The following tables relate to the current structure of CSBM.

Credit transfer from to the NZDipBus paper
B average or better in all of the four compulsory 515 Small Business
papers: Management

802 Introduction to Marketing

051 Principles of Small Business

052 Establishing a Small Business Venture
053 Applied Small Business Management

Credit transfer from to the NZDipBus paper
B average or better in all of the four compulsory 515 Small Business
papers and four further papers taken from list A Management

or List B, ie a total of eight papers in a completed and

CSBM

one unspecified credit
at 500 level

Special Note

The maximum credit that may be transferred fromac  ompleted Certificate in Management (or
Enterprise Certificate in Management) and a complet  ed Certificate in Small Business Management is
three NZDipBus papers.

4 Fiji Institute of Technology Diploma in Business
Credit transfer from to the NZDipBus paper
DB4001 The Accounting Environment 400 Accounting Principles
DB4006 Economics | and 520 The Economic Environment
DB5002  Economics Il
DB4005 Business Communication 560 Business Communication
DB5006 Marketing 541 Marketing Principles
DB4018 Introduction to Management 530 Organisation and Management
5 McDonald’s Management Development Programme
Credit transfer from to the NZDipBus papers
Completion of the McDonald's 400 Accounting Principles
Management Development 530 Organisation and Management
Programme (level 4) 560 Business Communication
550 Business Computing
541 Marketing Principles
633 Human Resource Management
636 Applied Management

Recognition of Prior Learning

Where students have acquired skills and knowledge in learning and work settings but not been formally
assessed and credited, they may apply for RPL/RCC where the claimed skills and knowledge match the
learning outcomes of NZ DipBus papers.

In keeping with the NZ DipBus prescription, there will be no limit placed on the number of papers a student
may be credited through RPL/RCC.

In the initial stages of offering the NZ DipBus qualification, ICL will co-opt the services of a ‘buddy institution’

to undertake this service for them. Intending applicants will be referred to this buddy institution by the NZ
DipBus Programme Leader and will comply with the application requirements, time frame and the necessary
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fee structure that the alternative institution has in place. Arrangements will be in place whereby the outcome
of any RPL/RCC application is reported back to the Manager who will formally report it at the Senior
Management Team meeting for ratification before transferring the results to NZQA.

This RPL/RCC arrangement with a buddy institution will be reviewed annually as part of ICL’s audit. The
audit will also review all policies, procedures and documentation relating to the operation of credit transfer
and RPL/RCC.

The Manager will report statistical information on an annual basis to NACBS pertaining to RPL/RCC e.g.
number of applications received, names of specific papers for which RPL/RCC applications were made,
numbers of successful applications and any emerging issues.

Appeals
If a student wishes to appeal an admission process or a credit transfer or RPL/RCC assessment decision
he/she should:

1. Discuss the matter directly with the NZ Dip Bus Programme Leader

2. If there is no resolution at Step 1, the Programme Leader will table the appeal at the Senior
Management Team meeting for discussion and resolution. The Director of Studies will be responsible for
reporting the committee’s decision to the student concerned.

3. Inthe case of a RPL/RCC decision involving a ‘buddy’ institution, the matter will be referred back to the
institution concerned and be subject to the appeal processes of the institution concerned.

If the student is still dissatisfied with the outcome of an appeal, he/she will be advised to appeal in writing to
the NACBS.

Opportunities for further study

Completion of the NZ DipBus provides opportunities for entry to a business degree programme, or other
tertiary diplomas. Most institutes offer cross-credits towards a business degree to the holder of an NZ
DipBus. Visit the institute websites listed here: http://www.nzdipbus.co.nz/provider.asp for information on
cross credits to degree programmes.

Accounting and Accounting Technicians ATT / The ICA  NZ College of Accounting Technicians

Trimester 1 Trimester 2
400 530
520 560
550 541 elective
Trimester 3 Trimester 4
501 601
510 602
603 Elective 200 paper

To qualify for membership of the college of Accounting Technicians, students must complete one year of
professional work and register as professional member of the Institute of Chartered Accountants of New
Zealand and attend a one day induction course. To qualify as a Chartered Accountant , students must
complete the NZ DipBus and then the BMS, majoring in Accounting.

More information can be found at www.nzica.com

or further information on cross credits to the NZDipBus, visit
http://www.nzga.govt.nz/qualifications/tertqual/rul es/app.html_or contact your local NZDipBus
accredited provider (institute).

Australian Institute of Banking Technicians AIBF / Bankers Institute Certificate in Banking

Trimester 1 Trimester 2
400 530
520 560
550 541
Trimester 3 Trimester 4
570 625
603 670 or elective
632 Elective 675
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You must be a financial member of the Bankers’ Institute for at least 12 months to be awarded the certificate

Affiliate - AIBF(AFF)
To qualify for this award you must meet the following requirements:

Successfully complete four NZ DipBus papers
Be employed for at least one year in the banking and finance industry

Associate — AAIBF
To qualify for this award you must meet the following requirements:

Successfully complete the NZ DipBus course (banking and finance option) and meet one of the
following requirements:

o 5years’ employment in the banking and finance industry, and attainment of a management
position, or

o0 8 years’ employment in the banking and finance industry, and attainment of a supervisory
position, or

o0 10 years’ employment in the banking and finance industry.

Full details of AIBF professional awards may be viewed at www.aibf.com.au

The NZIM Diploma in Management

To qualify for the NZ Diploma in Management a student must meet the following requirements:

Successfully complete 6 specified papers from the NZ DipBus course (Management option) and

Trimester 1 Trimester 2
400 530
520 560
550 541
Trimester 3 Trimester 4
632 636
500 elective(515) 633
600 elective(630) 635

Register with the New Zealand Institute of Management.

More details can be obtained from www.nzim.co.nz

Tourism — NZ Institute of Travel and Tourism NZITT

To become an associate member of NZITT, a student will need the NZDipBus plus three years industrial

experience.

Full NZITT membership is available for those over 21 and with 5 years industrial experience.

Trimester 1 Trimester 2
400 530
520 560
550 541

Trimester 3 Trimester 4
515 633
580 636

500 or6200 elective 685

(630)

More details can be obtained from www.nzitt.org.nz
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Programme Structure

“The qualification is designed to be completed in two years of full-time study or equivalent part-time study.
Each paper is designated as having the equivalent of 20 National Qualifications Framework credits. Each
credit consists of 10 notional learning hours.

The qualification consists of 12 prescriptions. There is a compulsory core of six out of seven Level 4 and 5
prescriptions. At least four of the remaining six prescriptions must be at Level 6. No student shall be
granted credit transfer for more than nine prescriptions.
http://www.nzga.govt.nz/qualifications/tertqual/rules/6/610.html|

At ICL, candidates are expected to do at least two hours of study for each hour of lecture/tutorial. Students
may enrol for up to three papers concurrently. The class hours devoted to the diploma courses will include
interactive lectures / tutorials / seminars and workshops. Class times in the daytime vary according to the
published timetable. Class times in the evenings are from 5 pm to 9 pm, with one or two short breaks. Your
time of arrival (and departure if you leave early) will be noted by the lecturer. Weekend papers are available
with a blocked timetable over 12 weeks. ICL will also offer a daytime NZDB programme as student numbers
warrant.

Certain regulations govern the award of the NZ Diploma in Business. These can be seen by visiting the
following website: http://www.nzqga.govt.nz/qualifications/tertqual/dipbus/index.html

ICL ensures that the papers offered here enable students to complete the NZDipBus. Students need to take
12 papers from the following list. Students need six of the seven shown in the third column as “core”, while
there will be “choice” amongst the rest, depending on whether the student would like to focus on Accounting
or Management. At least four papers must be at Level 6, and most of these have pre-requisites. No more
than three Level 4 papers are allowed. Students will receive guidance in their choice to ensure that
NZDipBus requirements are met, and that the student’s own abilities and achievements in the studies up to
that point are considered.

Version | Version | Version | Name Common / Choice
2 1 (old) 2 Level

400 100 4 Accounting Principles Core
430 160 4 Quantitative Business Methods Choice
469 139 4 Academic Skills for Business Choice *
501 101 5 Accounting Practices Choice
510 110 5 Introduction to Commercial Law | Core
520 120 5 The Economic Environment Core
530 130 5 Organisation and Management Core
541 141 5 Marketing Principles Core
550 150 5 Business Computing Core
560 140 5 Business Communication Core
676 225 5 International Trade and Finance | Choice
601 201 6 Financial Accounting Choice
602 202 6 Management Accounting Choice
603 203 6 Business Finance Choice
606 206 6 Taxation Choice
630 230 6 Leadership Choice
632 232 6 Operations Management Choice
633 233 6 Human Resource Management Choice
636 236 6 Applied Management Choice
642 242 6 Marketing Research Choice
648 248 6 Marketing & Planning Control Choice
650 250 6 Applied Computing Choice

*(compulsory if IELTS < 6)
There is a form to help students structure and plan their studies. Ask your counsellor for this. We have staff

who are happy to help you make the best decisions about your future career and the education you need to
achieve your goals in life.
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Pathways

Massey University NZDipBus Cross-credit Guide
The College of Business will stair-case NZDipBus students into Massey University degree programmes on
the following basis:

1. Students with a minimum grade of B in three or more NZDipBus papers will gain entry to College of
Business degree programmes, subject to providing satisfactory evidence of their proficiency in
English.

2. Credits will be granted on a case-by-case basis with each application for credit determined on its
own merits.

3. For a completed NZDipBus, up to 120 credits in unspecified and specified papers may be granted
for NZDipBus papers passed with a grade of B or better.

4. For an incomplete NZDipBus, up to 75 credits in unspecified and specified papers may be granted
for NZDipBus papers passed with a grade of B or better.

5. Credit will NOT be granted for NZDipBus papers passed subsequent to the student enrolling in a
College of Business degree programme.

In situations like this, it is the policy of the University to do everything reasonably possible to diminish the
effect of such a decision on students and to offer a transition arrangement.

Note: 120 credits is equivalent to a normal academic year.

AUT University NZDipBus Cross-credit Guide

You may cross-credit your NZDipBus papers to the AUT University Bachelor of Business Degree. You may
be able to complete this degree in only two further years. Degree courses at AUT start in February and July
each year. Available majors include: Accounting, Advertising, Business Economics, Commercial Law,
eBusiness, Information Technology, International Business, Management, Marketing and Tourism.

Academic credit:
The amount of credit awarded to students will vary from no credit at all up to a maximum of 150 points (refer
to the tables below).

Note: The amount of credit awarded is at the discretion of the Board of Studies and the tables below provide
a guide. Non-AUT students will be considered for credit on a case by case basis.

OVERVIEW OF ACADEMIC CREDIT FROM AUT DIPLOMAS

Number of diploma papers and grades achieved Points awarded
3 with a B grade average 0
6 with a B grade average 30
9 with a B grade average 60

12 with at least 10 B grades or better; all B grades or better and no
fails in Level 5/6 papers; no more than two C grades or one fail grade 150
and one C grade

12 with at least 8 B grades or better; no more than one C grade and no

fails in Level 5/6 papers; no more than one fail grade 135
12 with at least 6 B grades or better; no more than two C grades and

o ) . 120
no fails in Level 5/6 papers; no more than 2 fail grades
12 with grades that do not qualify for 120, 135 or 150 points credit 0-105

Credit granted will depend
on grades achieved and
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intended majors

Accounting
Successfully Completed Papers for which credit is received Number of
points credited
to the BBus
A[NZ Diploma in Business Bachelor of Business 90
with a 'B’ grade average
including 714430 Quantitative Business  |475110 The Environment of Business
Methods 475120 Business Information Management
One of:
475130 Globalisation and Business
Enterprise
476140 Managing Business Relationships
B|'B’ grade or higher in the papers below to |366610 Taxation 15-60

obtain specified credit as follows:

] 366601 Financial Accounting for
365606 Taxation Companies

365601 Financial Accounting

365602 Management Accounting 366602 Management Accounting
395603 Business Finance
415610 Law of Legal Entities 396603 Financial Management
416612 Business Organisations & Trading
Arrangements
150 maximum
Advertising
Successfully Completed Papers for which credit is received Number of
points credited
to the BBus
A|Diploma in Advertising Bachelor of Business 90
with a 'B’ grade average
475110 The Environment of Business
Two of:
475120 Business Information Management
475130 Globalisation and Business
Enterprise
476140 Managing Business Relationships
B|'B’ grade or higher in the papers below to |386622 Advertising and Creativity 15-45

obtain specified credit as follows:

384115 Introduction to Advertising and
385230 Creative Principles

385231 Principles of Media Planning 386626 Advertising Media Planning
486382 Marketing Communications

386614 Integrated Communications

C|'B’ grades or higher in remaining Up to three elective unspecified credits 15-45
advertising specialist papers

150 maximum

Business Economics

Successfully Completed Papers for which credit is received Number of
points credited
to the BBus
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A|NZ Diploma in Business Bachelor of Business 90
with a 'B’ grade average
including 714160 Quantitative Business  |475110 The Environment of Business
Methods Two of:
475120 Business Information Management
475130 Globalisation and Business
Enterprise
476140 Managing Business Relationships
B|'B’ grades or higher in the remaining Up to four elective unspecified credits 15-60
optional papers
C|if a'C’ grade or higher in 375220 376303 Markets and Pricing reassignment |15

Managerial Economics from Semester
One, 2001

of grade

150 maximum

Commercial Law

Successfully Completed Papers for which credit is received Number of
points credited
to the BBus

A|NZ Diploma in Business with a 'B’ grade  |Bachelor of Business 90
average including 714160 Quantitative

Business Methods 475110 The Environment of Business

475120 Business Information Management
475130 Globalisation and Business
Enterprise
B|'B’ grades or higher in the remaining Up to four elective unspecified credits 15-60
optional papers
C|'B’ grade or higher in 415210 Law of Legal [416612 Business Organisations & Trading |15

Entities (Previously Company and
Partnership Law)

Arrangements

150 maximum

Information Technology

Successfully Completed Papers for which credit is received Number of
points credited
to the BBus

A|NZ Diploma in Business Bachelor of Business 90

with a 'B’ grade average

inCluding 714160 Quantitative Business 475110 The Environment of Business

Methods Two of:

475120 Business Information Management
475130 Globalisation and Business
Enterprise
476140 Managing Business Relationships
B|'B’ grades or higher in the remaining Up to four elective unspecified credits 15-60
optional papers
C|'B’ grade or higher in both 406102 Information Engineering 15

445252 Systems Development Project
and
445255 Information Management

150 maximum
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International Business

Successfully Completed Papers for which credit is received Number of
points credited
to the BBus

A|NZ Diploma in Business Bachelor of Business 90

with a 'B’ grade average

including 714160 Quantitative Business (475110 The Environment of Business

Methods Two of:

475120 Business Information Management
475130 Globalisation and Business
Enterprise
476140 Managing Business Relationships
B|'B’ grades or higher in optional papers Up to four elective unspecified credits 15-60
150 maximum
Management

Successfully Completed Papers for which credit is received Number of
points credited
to the BBus

A|NZ Diploma in Business Bachelor of Business 90

with a 'B’ grade average

including 714160 Quantitative Business  [475110 The Environment of Business

MethOdS Two of:

475120 Business Information Management
475130 Globalisation and Business
Enterprise
476140 Managing Business Relationships
B|'B’ grade or higher in the papers below to | 466642 Operational Performance 15- 60
obtain specified credit as follows:
_ 466645 Human Resource Management

465232 Operations Management

465233 Human Resource Management .

455235 Employment Relations 466646 Employment Relations

465251 Organisational Behaviour L _

466641 Organisational Behaviour
C|if a'B’ grade or higher in 466236 Applied |One management level 6 credit 15

Management then

150 maximum
Marketing

Successfully Completed Papers for which credit is received Number of
points credited
to the BBus

A|Diploma in Marketing Bachelor of Business 90

with a 'B’ grade average

475110 The Environment of Business

Two of:

475120 Business Information Management
475130 Globalisation and Business
Enterprise

476140 Managing Business Relationships
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marketing specialist papers

B|'B’ grade or higher in the papers below to | 486663 Marketing Management 15-45
obtain specified credit as follows:
486662 Marketing Research
485243 Marketing Planning
485267 Marketing Research Applications |486670 Buyer Behaviour
485268 Consumer Behaviour
C|if 'B’ grades or higher in remaining Up to three elective unspecified credits 15-45

150 maximum

Tourism
Successfully Completed Papers for which credit is received Number of
points credited
to the BBus
A|Diploma in Travel and Tourism Bachelor of Business 90
(Tourism major)
with a ‘B’ grade average in both years of 475110 The Environment of Business
the diploma 475130 Globalisation and Business
Enterprise
476140 Managing Business Relationships
B|'B’ grade or higher in the papers below to | 216900 Tourism Principles and Concepts (15
obtain specified credit as follows:
o . 216901 Tourism Marketing 15
494180 Principles of Tourism
495241 Marketing for Travel and Tourism : :
496326 Tourism Environments 216903 Tourism Operations Management |15
C|'B’ grades or higher in remaining level 5 & [Up to three elective unspecified credits 15-45

6 papers

150 maximum

Travel
Successfully Completed Papers for which credit is received Number of
points credited
to the BBus
A|Diploma in Travel and Tourism Bachelor of Business 90
(Travel major) 475110 The Environment of Business
with a 'B’ grade average in both years of [Two of:
the diploma 475120 Business Information Management
475130 Globalisation and Business
Enterprise
476140 Managing Business Relationships
B|'B' grades or higher in the papers below to [216900 Tourism Principles and Concepts |15
obtain specified credit as follows:494180
Principles of Tourism _ 216901 Tourism Marketing 15
495241 Marketing for Travel and Tourism
'B’ grades or higher in 216903 Tourism Operations Management |15
496326 Tourism Environments or 495244
Inbound Tourism Product Development
and 495243 NZ History and Geography
C|'B’ grades or higher in remaining level 5 & |Up to three elective unspecified credits 15-45

6 papers

150 maximum
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The University of Auckland - NZDipBus Cross-credit Guide

Students who have completed the NZDipBus qualification may be accepted into The University of Auckland
BCom, depending on grades achieved, but will not normally be eligible for credit.

UNITEC Institute of Technology — NZDipBus Cross-cre  dit Guide

You may apply to UNITEC to enrol on the Bachelor of Business, which includes majors in the following
options: Accountancy, Finance, Management, Information Systems and Marketing. You will be given
favourable consideration to enter this degree if you have successfully completed the NZDipBus at ICL with
the required grades.

Career Opportunities

NZDipBus Accounting NZDipBus Banking
Accounts assistant - Customer service officers
Accounting technician - Commercial bank assistants
Bank teller - Personal bankers
Banker - International trade service officers
Book keeper - Treasury assistants
Wages clerk

NZDipBus Tourism

Leisure and business travel agencies
Marketing assistant

Product manager

Airline reservations

Ticketing specialist
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Paper Outlines

The paper outline is the most important document fo r each paper or course. This will be given to you
by your subject lecturer when you start the paper.

Paper Outlines give you:

The Name and Reference Number of the course (according to the NZDipBus regulations)

The Learning Outcomes of the course (the key things you have to know and understand according
to the NZDipBus regulations)

Contact information for the lecturer/tutor

What will be taught session by session

The Assessment Plan, with details of timing and weighting of assessments

The Topic Weighting Grid, with details about how much each topic is worth in percentages

Some reminders about how important it is to be honest in your work

Any other help or advice that your lecturer wants you to know.

Study your Paper Outline carefully and use it as a guide for your study timetable. Each Course Outline is
available from the lecturer/tutors, usually in the first class session.

400 Accounting Principles

Introduces Accounting, its general divisions and the underlying concepts and techniques applied in the
traditional Financial Accounting model.

Topics: The nature, purpose and scope of Accounting; preparation of a full set of accounts for a sole trader;
the traditional historical cost model; analysis and interpretation of accounts and accounting theory.

430 Quantitative Business Methods

Introduces statistical methods and financial mathematics.

Topics: Descriptive statistics, distribution, estimation, sampling theory, correlation and regression, index
numbers, time series analysis, financial mathematics and quality control. Prerequisite: Year 13 Maths

469 Academic Skills for Business

To enable students to recognise the skills of vocabulary acquisition and use, reading, note taking, critical
thinking, writing and oral presentation in a business context.

Topics: Academic and business vocabulary, retrieval, selection and synthesis of information from written
and graphic sources, creation of an original document (including planning, drafting and editing), note-taking
and use of lecture-type material, oral presentation and response to questions.

501 Accounting Practices

Demonstrates the practical side of Accounting and the preparation of financial statements for sole traders,
partnerships, and non-trading concerns. Practical experience on computers for the inputting of data and the
preparation of financial statements for sole traders will be included. Prerequisite: 400

510 Introduction to Commercial Law

Introduces the principles of Commercial Law.

Topics: An introduction to the legal system, contract law, the law of agency, the law relating to contracts for
the sale of goods and consumer transactions.

520 The Economic Environment

To enable students to apply elements theory to contemporary issues.

Topics: The basic economic problem, the price mechanism, theory of the firm, market systems, the national
economy, money and banking, international trade, the integrated economy.

530 Organisation and Management

To provide an introductory study of management and the organisational context within which management is
performed.

Topics: Introduction to organisations and management, the development of management theory,
organisational culture, managerial ethics and social responsibility, decision making, planning and controlling,
organising, motivation, leadership, groups, topical issues, managing change.
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541 Fundamentals of Marketing

Studies the principles and practices of Marketing.

Topics: The marketing function, market research, buyer behaviour, market segmentation, industrial
marketing, service marketing, the marketing mix, marketing planning and strategy, international marketing.

550 Business Computing

Introduces the principles of business information systems and computer technology.

Topics: Computer hardware, computer software, data communications and networks, computer security and
ethics. Seventy percent of this course consists of practical computing skills, using Microsoft Office XP.

560 Business Communication

Develops knowledge and understanding of the spoken and written communication skills essential in a
modern business context.

Topics: The communication process in workplace contexts; thinking, reasoning and problem-solving; time
and stress management; effective writing in letters, memos and reports; group communication processes;
interviews, and effective oral presentations.

601 Financial Accounting

Studies the regulatory and technical aspects of financial accounting and reporting relating to companies.
Topics: Accounting for company formations, business amalgamations and other reconstructions, group
accounts, income determination, external presentation of company accounts, analysis and interpretation of
company accounts. Prerequisites: 400, 501

602 Management Accounting

Studies of the concepts and techniques applicable to cost determination and control in manufacturing and
service industries.

Topics: Objectives and role of management accounting, cost behaviour, control recording and accounting for
allocation of materials, labour overheads, job costing, process costing, joint and by-products, service industry
costing, responsibility accounting, introduction to budgeting, standard costing, cost-volume profit
relationships, marginal costing and decision making. Prerequisites: 400, 501

603 Business Finance

Provides students with knowledge and skills in business finance in order that they may function effectively in
association with financial decision-makers.

Topics: Financial planning and control, working capital management, capital structure and cost of capital,
investment decisions, sources of finance, mergers and takeovers, international finance. Prerequisite: 400

606 Taxation

To provide students with the knowledge to determine the responsibilities of NZ resident individuals and small
companies with respect to income tax, GST, FBT, and ACC premiums and levies.

Topics: income, deductions, depreciation, payment of taxes, individuals and partnerships, companies and
dividends, fringe benefit tax, GST. Prerequisite: 400

630 Leadership

Introduces students to the principles and practice of leadership, and provides the major tools and techniques
of business leadership, engagement with the leadership process and an innovative approach to thinking and
critical reflection.

Topics: Concepts of leadership, the individual as a leader, leadership in the context of the organisation,
leadership in the context of society. Prerequisite: 530

632 Operations Management

Provides for the study of the management function to the production of goods and services, to expose
students to the practical realities of operations management, and gain an introductory understanding of
operations contribution to the overall management of the organisation.

Topics: Operations management overview, quality management principles, quality management tools and
techniques, collection and use of operations data, design of goods and services and processes, performance
measurement, resource planning, specific implementation techniques. Prerequisite: 530

633 Human Resource Management

Provides students with knowledge of the human resource functions, processes, procedures and related
legislation needed to effectively manage people in organisations, and practical skills in specific human
resource management process. Topics include Introduction and overview of human resource management,
job analysis and design, the employment process, training and development, performance management,
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rewards management, health and safety, human resource systems and information, current human resource
issues. Prerequisites: none

636 Applied Management

Challenges students to integrate knowledge they have gained in other courses e.g. accounting, economics,
management and marketing. The course requires teams of students to undertake a practical project of work
at a middle management level. Because of the formation of teams on this course, students must attend
classes during the first week and are not permitted to join late. Prerequisite: 530

642 Marketing Research

Students will evaluate legal, ethical, cultural and industry considerations relevant to marketing research
projects, and will prepare a marketing research proposal, conduct research, collate, analyse and interpret
data, report the results of marketing research, and finally make recommendations for marketing strategies.
Prerequisites: 430, 541 and 560

648 Marketing Planning & Control

Aims to develop the knowledge and understanding required to produce operational marketing plans for a
product/product line or service/service line. Students completing the paper will be able to complete a
situation analysis, establish marketing objectives and strategies, determine marketing mix tactics, develop
action plans for the marketing mix tactics, and monitor and control a marketing plan. Prerequisite: 541

650 Applied Computing

Provides students with the skills, competence and confidence to use information technology software tools
effectively to develop computer-based solutions for business problems. Students will gain proficiency in the
use of a range of generic software tools to increase productivity in a business environment. Prerequisite:
550

676 International Trade and Finance

Provides students with knowledge of appropriate products, strategies and practices in the conduct and
financing of international trade.

Topics: The benefits of international trade, risks of international trade, foreign exchange and foreign
exchange markets, documents, and terms used in international trade, bills of exchange, documentary
collections, documentary letters of credit, international trade finance, international capital markets and swaps.
Prerequisites: none
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Assessment

In the NZDipBus programme an assessment, is any work for which you get marks that count towards your
final result. It includes assignments, reports, presentations, participation, tests and examinations. Some
assessments are done by a group of students, but most are done by individuals. There is always a mark
given for an assessment. If you do not hand in work, you will get 0 marks for that work. If you are not happy
with the marks you get, you can appeal by completing a Special Consideration Request Form.

At orientation, students are given details on assessment policies and procedures including appeal
procedures.

Assessment requirements will be written clearly in a Paper Outline that will be given to you at the start of
your course. You will be told how many assessments there will be — how many assignments and tests and
examinations. You will be told the due dates for all of these.

All assessments worth more than 10% of the overall assessment of the paper will be moderated before the
assessment event to ensure that they are related to course prescription and stated learning objectives.

The lecturer / tutor will ensure that students with special needs are identified before the assessment event
and their needs are accommodated where possible.

Marking criteria will be stated and will be clear for all assessments. It is the responsibility of the lecturer /
tutor to ensure that each written assessment is accompanied by a marking schedule, where appropriate,
before it is distributed to students.

Any incident of cheating or plagiarism will be handled as a matter for disciplinary action. This means that
you will receive 0 marks, and a record will be put on your student file.

Feedback on assessment will be prompt and as close to the assessment event as possible.

It is the responsibility of the teaching staff to ensure that published course assessment requirements are kept
up to date and adhered to.

It is the responsibility of the Director of Studies to ensure that all assessments worth more than 10% of the
total mark for any paper are moderated after the assessment events and keep records of these post-
assessment moderations. Moderation is done through sampling 20% of all scripts, with a minimum of six, to
include two of the highest marks, two of the lowest and two borderline between passing and failing.

Because the Institute is focused on international students, it is highly unlikely that students claiming M ori
ancestry will be enrolled, hence the Institute is unable, at this point in time, to offer translations of learning
and assessment materials in M ori, nor can ICL accept assignments that are written in M ori.

A letter grade will be allocated to each student’s final assessment (all the marks added together) as follows:

A+ 85 — 100%

A 75- 84%

B+ 70- 74%

B 60 - 69%

C 50 - 59%

D 40 - 49%

E 0- 39%

P Pass (Aegrotat). Equivalent to a “C” Result

F Fail (Aegrotat). Ungraded, but not sufficient to earn a credit
w Withdrawn

NC or DNC Students who have not completed assessments
RPL Recognition of Prior Learning

ICL will recognise a “C” grade or better as a pass.

Withdrawals
Any student who misses three or more pieces of assessed work will be withdrawn from the programme
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Administration of assessments
Assignments / Tests / Examinations / Marking / Resu  Its / Appeals / Aegrotats / Re-sits

Assignments /Assessments

All assessments worth more than 10% of the overall assessment of the paper will be pre moderated.
They are marked by the lecturer of that subject.

Sufficient time is given for students to complete assignments, although weekend time will be needed.
Lecturers are asked to ensure that students are familiar with the APA Referencing system and that
they learn to use it as a standard routine.

Students must attempt all assignments, or you may not be allowed to write the final examination. You
cannot get a re-sit of the final examination if you have not submitted all assignments.

All assignments should be handed in with a standard assignment cover sheet. These cover sheets are
readily available from your lecturer. The cover sheets are to be completed and signed by the student
so that the declaration that there is no copying or plagiarism is in writing. See the last page of this
programme book.

If a major assignment has not been handed in by due date or has been handed in late without the prior
approval of the lecturer, it will receive a graded deduction of 10% per day for five days. After the fifth
day of lateness a mark of zero will be applied.

If handed in on due date or late with lecturer approval, it will receive a mark in line with a previously
agreed/published marking guide.

Class tests

A marking guide is used for marking the scripts.
The students’ marks are recorded in the class mark sheet.
Failure to attend any class test means that student will receive a mark of zero.

IMPORTANT NOTE

It is critical that all coursework be completed. Missing an assignment or test will normally mean that those
marks cannot be recovered and it will consequently be more difficult to pass the paper. If a test or
assignment is missed due to iliness, a doctor’s certificate is required and a “special consideration” form
completed.

Final examinations
Any student who achieves less than 40% in the final examination will not pass the paper.

All final examinations are moderated. Moderation is done through sampling 20% of all scripts, with a
minimum of six, to include two of the highest marks, two of the lowest and two borderline between passing
and failing.

A marking guide is used for marking what is written by the student.
The students’ marks are recorded in the class mark sheet.
Failure to attend the final examination will result in a mark of zero.

Course marks

Immediately the final examinations have been completed by students at the end of each trimester,
and the marking done, a Programme Meeting is held to review the marks for all subjects and all students.
This meeting reviews each paper and determines:

Accuracy of scaling.

Confirmation of borderline results.

Reasons for missing marks e.g. incomplete assessments.

Approves the Unofficial/Provisional marks for each subject to be made available to individual students.

At this time students may ask for their provisional results and indicate to the lecturers if any cours e
marks are missing, or if they think mistakes may ha  ve been made.
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Confirmation of marks

All students have the right to request that their work be reassessed if they feel that the mark they received
originally was not at the level that they feel accurately reflected the work produced.

Examination Procedure

There are tests/examinations held in the middle and at the end of each trimester for most courses. See the
trimester timetable.

You must attend these tests/examinations to pass the course.

It is sensible that you leave home in good time so that you arrive before the test/examination starts.

Examination Procedure:

Come in quietly and in an orderly way.

Sit where your lecturer tells you to sit.

Do not ask a friend to write your examination for you.

You are not allowed to be dishonest in any way. No copying, no cheating, no helping your friends.
Turn off your cell phone.

Put your cell phone in your bag

Put all electronic dictionaries and notes, unused paper and books in your bag

Put any pencil boxes or pencil cases in your bag

Put your bag at the front or back of the room

If you have a mobile phone on your person or at your table in an examination room, you will be
considered to be intending to cheat

No dictionaries are permitted at all. Paper dictionaries (English-English) will be provided by the school
on request.

Use only authorised calculators.

Do not speak to another student during the examination.

Write in blue or black pen only; no red or green pen, and no pencil .

Write your full name on the front page of the answer booklet.

Answer all questions in the provided answer booklet.

If you need help during the examination or test, raise your hand and ask the lecturer.

Near the end of the examination time, all students who are still in the room will be asked to wait quietly
until the end of the examination. Please co-operate and follow all instructions without speaking, until
ALL the question papers and scripts have been collected.

You must get permission to leave the room during the examination.

At the end of the examination you must hand in all papers.

Then leave quietly, in an orderly way.
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Certification [back]

New Zealand Diploma in Business papers passed

Core papers

400
510
520
530
560
541
550

Accounting Principles
Introduction to Commercial Law
The Economic Environment
Organisation and Management
Business Communication
Marketing Principles

Business Computing

Elective papers

501
603
636
642
650

Accounting Practices
Business Finance
Applied Management
Marketing Research
Applied Computing
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NZQA-issued Certificate
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Appeals
Requests for Re-counts and Re-marks and Special Con  sideration
Students may apply for a recount or a remark for:

Major assignments
Class tests
Final examinations

NOTE: Requests must be made within 2 weeks of the p  osting of provisional results for the
assessment in question or from the time it is hande d back by the lecturer to the student, whichever
happens first. The forms for Appeals (re-count or re-mark or special consideration including
aegrotat or re-sit are available from Reception.)

The application for reassessment must conform to these criteria:

Re-count : This is when there is a check by someone other than the original marker on the mathematical
count of all the marks on the script. This will determine whether there has been a mistake in addition.
This request for a recount must be made within 2 weeks of the announcement of the unofficial result.
It must be made to the Director of Studies in writing on the official form.

Re-mark

This is when the student requests an independent marker, not the original marker, to remark the script and
determine whether the marking was appropriate. It may mean that the student receives a lower mark than
that originally received.
An application for a remark must be made within 2 weeks of the unofficial result on the appropriate
form and the appropriate fee paid.

Aegrotat

An aegrotat pass may be awarded for an examination based course if circumstances beyond the control of
the student (e.qg. iliness or bereavement) result in either the student being absent from an assessment or the
student’s performance being seriously impaired. Such a pass can only be used when it is not practicable for
the student to take an equivalent assessment within a reasonable time frame. Evidence in the form of a
Doctor’s Certificate or letter must be provided. This should be done as soon after the examination or test as
possible — normally before unconfirmed marks are decided. An aegrotat pass is equivalent to a grade C
pass.

Estimated assessments

A student who misses an assessment during the course, normally for a medical or other serious reason
which has proof in writing, may request an estimated assessment result. If the College feels the grounds for
the request are sufficiently serious, the estimate will be calculated at the end of the course and take into
account whatever criteria the College thinks appropriate, in particular performance before and after the
missed assessment. Estimated assessments will receive a mark and therefore will not result in an aegrotat
pass.

Re-sits

If you score over 50% on your assessments excluding the final examination, but fail the examination, you
may apply to the Director of Studies for a ‘re-sit’, an opportunity to write the final examination again about
three or four weeks later. The re-sit fee is $200. Application must be made within 2 weeks of the publishing
of the unconfirmed results. Only one re-sit opportunity is possible. It may be possible to arrange a re-sit to
take place with a subsequent scheduled setting of the examination, in which case the re-sit fee will be $100.
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The NZIM Diploma in Management — Level 5

The NZIM Diploma in Management provides a thorough grounding in business and management practice
appropriate for people wishing to enter management roles in business.

The qualification is designed as an exit point from the NZ Diploma in Business for those students who wish

to have a basic understanding of management practice but do not wish to specialise in business studies. It

also provides a platform for students wishing to transition to degree programmes or advanced management
qualifications such as the NZIM Diploma in Management (Advanced) or the Diploma in Business Computing
at ICL Business School.

The New Zealand Institute of Management is the country’s leading management professional association,
offering a wide range of short and long-term courses. The NZIM Diploma is ideal for a student who wants a
relatively short course leading to work opportunities

Course consists of 6 papers: 4 core and 2 optional

Entry with IELTS 6.0 or equivalent in ICL Placement Test

Provisional entry with IELTS 5.5 or equivalent in ICL Placement Test: students must take 469
Academic Skills

Daytime or evening teaching available

Duration of 1 academic year, or 8 months

Outcome statement

The NZIM Diploma in Management provides a thorough grounding in business and management practice
appropriate for people wishing to enter management roles in business.

Course Structure
The NZIM Diploma in Management consists of six NZDipBus papers:

Core papers:

530 Organisation and Management
560 Business Communication

630 Leadership

636 Applied Management

Plus two optional papers from:

400 Accounting Principles

469 Academic Skills for Business Studies
520 The Economic Environment

510 Introduction to Commercial Law

541 Fundamentals of Marketing

550 Business Computing

430 Quantitative Business Methods

632 Operations Management

633 Human Resource Management

Optional papers can also include one unspecified credit.
Guidelines and Procedures

All conditions and procedures and entry qualifications for the NZIM Diploma in Management are the same as
for the NZDipBus, as outlined in the pages above.
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The NATIONAL DIPLOMA IN COMPUTING LEVEL 7

The aims of the course leading to the National Diploma in Computing (Level 7) are to
Develop advanced computing skills with specialisation in computer support;

Develop in students sufficient practical and theoretical skills in computing to enable them to progress

to further studies in a similar field or to enter employment directly; and

Enable both local and international students to achieve an industry-focused employment qualification.
Graduates of the National Diploma in Computing (Level 7) will have attained a job entry qualification with
particular strengths in system maintenance and user support. They will also be strongly placed to progress to
degree level studies in information technology at a university or polytechnic. The programme is taught over
44 weeks with starting dates every month. The last 12 weeks of the programme consist of a work placement.

LEARNING OUTCOMES

The course is arranged into nine modules: each module is designed to contribute towards the student’s
ability to achieve the learning objectives and expected outcomes of the programme.

Unit no & Unit title Domain Level | Credit
version

Module 1 Computer industry management
Understand professional standards and ethics in the computer industry; the changing nature
of IS within an organisation and its contribution.

6748.2 Explain ethics and professionalism for the computer | Generic 5 7
industry in New Zealand

6713.2 Explain the management of the information systems | Computer 6 7
function in an organisation management

Module 2 Network Basics & Project Management

Identify & describe LAN components, topologies, pro tocols & media, and install network
workstation in a LAN.

Plan and control a simple project.

6854.2 Explain local area computer networks and install Computer 5 5
network workstations support
6756.2 Apply the principles of project planning and control Generic 6 7

Module 3 Software support for PCs
Analyse needs and liaise with internal clients and external suppliers to achieve the
organisation’s objectives

6877.2 Assess and provide technical advice on software for | Computer 6 15
a single-user personal computer support

Module 4 Multi user system software
Determine the major activities and processes within an organisation to specify requirements
and provide support to multi user systems

6850.2 Assess and provide technical advice on system Computer 7 20
software for a multi user computer support

Module 5 Networks
Understand network topologies and types including L ANs, WANS, baseband and broadband to
support users

6857.2 Demonstrate an understanding of local and wide Computer 7 10
area computer networks support

Module 6 Network design
Review user requirements to create local area netwo  rk

6863.2 Design a local area network Computer 7 20
support

Module 7 Plan and manage a project in the computer  field

6760.2 | Plan and manage a project in the computer fi eld | Generic |7 130
Module 8 Manage a project in the computer field
6760.2 Demonstrate project skills ina 12-week act ion

research module based on a work placement

Module 9 Review a Project in the computer field
6760.2

Business & Computing Handbook v35 Nov 2009 © ICL 2009. All rights reserved 34



Course Structure

All components are compulsory. The course meets all the requirements for the 120-credit National Diploma
in Computing (Level 7). Practical work and the assessment of it are done in an up-to-date computer
laboratory plus a 12-week work placement.

Modules 1to 6

Each of the first six modules contain four teaching weeks, followed by a week in which students complete
their module assessment task.

Module 7

This is a two-week module in which students complete the planning for their 12-week work placement.
Modules 8 and 9

These modules consist of the 12-week workplace where two units are jointly assessed.

Total duration: 30 + 2 + 12 = 44 weeks

Course components enable the course to achieve its aims because they:
Focus on user support
Enable students to achieve a diploma qualification
Prepare students for further study at degree level at a university or polytechnic.
Provide experience in project management

Length of the Course

44 weeks of full-time study: 30 hours x 44 weeks = 1,320 hours
Each week averages 15 hours of directed and 15 hours of self-directed learning.

Component Levels and Credits

Modules are entirely made up of unit standards from the National Qualifications Framework which makes the
levels and credits appropriate. The 121 credits required are achievable in a 44-week full-time course.

Modes of Delivery

Visits are made to local industry and external educational lectures (eg NZ Computer Society). Discussions
and writing ensues from these.

Face-to-face classroom-based delivery is used for some theoretical topics, but where possible this
knowledge is acquired through research assignments, group activities or self-directed learning: all computers
have internet access. Wherever possible experiential techniques are used, followed by consolidation of
learning. Workshop sessions are used to develop computing skills prior to application in a project scenario.
One-to-one coaching by the tutor is available during these sessions.

The programme culminates in a 12-week action research project based on a work placement.
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COURSE DELIVERY

Delivery is described in modules of study culminating in a Project which assesses two major units and
incorporates a 12-week work placement. Modules 2 and 6 are of a very practical nature and are designed to
re-energise students at the mid-way point and to prepare them for greater personal responsibility in
managing a project.

Module 1
Computer industry management
Units 6748, 6713

This module will set the scene for standards of professionalism in the industry and prepare students for
taking responsibility for their learning.

A member of the NZ Computer Society will be invited to speak on ethics and professional behaviour. This
together with Internet research will form the basis of a written piece of work covering Elements 1 and 2 of
Unit 6748.

Taught topics will include:
the changing nature of information systems over the past 10 years; the positioning of IS within an
organisation and management and user expectations of it.

Levels of strategic planning and the contribution of IS; surveying organisational information needs;
developing an organizational information strategy; information harvesting; project planning and
control;

Consideration of emerging technologies and obsolescence and their management
New Zealand laws relating to copyright, privacy, health and safety and consumer rights.

Skills in needs analysis are developed throughout the course. Case studies will be provided of a computer
supplier and a user organisation from which students will identify the full range of roles and relationships in
the industry together with relevant codes of conduct. Presentations will be made to other groups. All this
leads to the final project in Module 9.

Module 2

Network Basics & Project Management

Unit 6854

This covers the basic topics in computer networking.

Components of local area networks
LAN configurations and protocols
LAN media

Unit 6756

This is the initial skills base for the workplace project at the end of the course. Students will learn to use
Project Management techniques and apply it to a simulated classroom project. It is envisaged that it will be
taught via guided workshop sessions.

Group work
To develop skills in critical assessment, individual/group work will be used to:
discuss user requirements
to draw up a plan to meet user requirements
an estimate of project time
modify the plan
write progress reports

Module 3
Software support for PCs
Unit 6877
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This module prepares learners for their roles in needs analysis and liaison with clients, emphasising the
need for clear communication to achieve the customer’s objectives. It also introduces software engineering.
This is a precursor to Module 4.

Structuring interviews and interacting with customers
Technical report writing

Overview of software engineering

Software dependability modelling, fault tolerance

Software metrics and quality assurance

Setting objectives and critical performance factors
Evaluation of assessment strategies and use of templates
Small group participation in an assessment, results fed back to class group

Module 4
Multi user system software
Unit 6850

This builds on the skills acquired in Module 3 and applies them to multi user system software.

Understanding purpose and requirements of a multi user system
Identifying stakeholders and requirements and managing conflicts
Estimating time required to complete the task

Producing a review procedure to monitor progress and cost

Determining the major activities and processes within an organisation

Determining objectives for the system

Specifying requirements including configuration, functionality, performance, capacity, reliability
Identifying critical performance factors for system software

Validating system requirements

How to choose tools to resolve problems of configuration, file management and user access.

Group work on an assessment, results fed back to class group

Compilation of report, including constraints and recommendations, (must include reliability, suitability,
compatibility and technology status)

Presentation of report to client

Module 5
Networks
Unit 6857

Setting the scene: case studies of the use of networks in business

LAN configurations and protocols and their role in the network

Discussion of relative benefits of network topologies and types

Node addressing methods and access protocols

Industry standard network architectures and installation issues

Baseband vs. broadband in a LAN

Investigation and report on 2 LANs with different operating systems

Packet and circuit switching techniques comparison (implementation, cost, performance, reliability
and security)

Management issues of WANs

Case study or work-based project to evaluate a WAN and make recommendations for a network
design based on a cost-benefit justification

How to choose tools to resolve problems of configuration, file management and user access.
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Module 6

Network design

Unit 6863

Building on earlier studies into networks case studies will be used to present an existing network and a
request from users for new requirements. They will be encouraged to further develop their analytical and
critical skills alongside project management skills to provide a design and proposal.

Module 7
Plan and manage a project in the computer field
Unit 6760

These final modules are devoted to a project which will assess the student’s ability to design a Local Area
Network. In this module students will be prepared for their work placement. Management issues, time
management and behaviour will be highlighted. MS Project will be used as a tool to plan their work
placement. Work placement interviews will be arranged and the student will agree a project description with
the client in consultation with the Tutor. Communication and administrative procedures will be put in place. In
the second half of the module the students will commence their placement. The tutor will maintain weekly
contact with the student during the work placement.

Module 8
Manage a project in the computer field

A proposal will be produced for the project in consultation with the client and tutor to design a LAN, including
a review procedure to ensure the outcomes are met. Substantial work will be expected during this period
towards achieving the project.

Module 9
Project review

The final stages of the project will be completed. The student will also be assessed on project planning and
control.

Off-site Components

The final Module is a 12-week action research project based in a work placement. In previous modules the
student will have learnt the skills to produce a multi media presentation and to manage a project. The work
placement will provide the opportunity to put this into practice for a live Client within the constraints of a
working environment.

The student will be fully supported by the Tutor with at least weekly contact. The Tutor will review the
ongoing work and ensure momentum towards project completion and achievement of the assessment
criteria.

On completion of the module the students will return to ICL for an end of programme event at which each will
present their work.

Assessment

Assessments will include written tests, with the emphasis on reports and presentations. Practical
demonstrations of computer-related skills: installing computers and peripherals, installing operating and
application software, interacting with customers. Research assignments about software, operating systems,
and networks.

Assessment Tools

The table which follows suggests assessment tools for each unit standard in the diploma course. This is not
a definitive list. The structure is set to assess the final 3 unit standards by an integrated project.
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ASSESSMENT TOOL

TITLE UNIT
Explain ethics and professionalism for | 6748 Essay
the computer industry in New Zealand
Explain the management of the 6713 Essay
information systems function in an
organisation
Explain local area computer networks | 6854 Theoretical explanation of computer network types and
and install network workstations standards, explanation of LAN architectures.
Practical installation of a workstation in the LAN
Apply the principles of project 6756 Project plan using spreadsheet
planning and control
Assess and provide technical advice 6877 Report requiring review of user objectives, assessment
on software for a single-user personal strategy, assessment of software and comparison with
computer user expectations and technical advice to user.
Assess and provide technical advice 6850 Report requiring review of objectives for assessing
on system software for a multi user system software, assessment strategy, assessment of
computer system software and comparison with user expectations
and technical advice to user.
Demonstrate an understanding of 6857 Research and presentation of seminar
local and wide area computer
networks
Design a local area network 6863 Project requiring review of user requirements to create
Plan and manage a project in the 5760 a design for a local area computer network and prepare

computer field

a proposal for the client.

Feedback and Reporting on Student Achievements

Formal assessments receive written feedback and are always followed by oral feedback.

Peer feedback is taught and encouraged in a collegial manner. Where a student is performing below
expectations a confidential tutorial is arranged in a non-threatening environment to offer support and to
agree a way forward. From this point it is easy to identify at an early stage those students who are
progressmg slowly. One or more of the following actions is taken:

The student causing concern is paired with a more able student who provides support and feedback

The tutor arranges additional one-to-one remedial sessions

For a specific learning problem additional support will be provided, eg English

The Administrator is alerted in case the student has a personal problem which needs to be resolved (e.g.

concerning accommodation and unsatisfactory home study conditions)

Results of assessments are normally notified to students by their tutor within ten days of an assessment
being completed. Results are recorded on individual student academic records in a central database and
students will be given an updated transcript of their academic record from time to time.
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Course Regulations

Entry Criteria

New Zealand Diploma in Business Level 6

Or

ICL Diploma in Business Level 6

Or

Recognised Level 5 Diploma in Computing or Information Systems
Or

Year 12 or Year 13 secondary school qualification or National Certificate in Computing or Business
Administration (Level 4) or an equivalent, plus relevant industry experience equivalent to the above — i.e.
a minimum of two years in a job which requires daily work with a computer and use of computer software
applications most commonly used in business

Or

At least one year of post-secondary study incorporating basic computing study

Plus for international students:
An IELTS overall band score of 6.0 or equivalent in the ICL Placement Test

A student permit to study for the National Diploma in Computing (Level 7) at ICL

Selection Criteria

Where the number of applicants is greater than the number of study places available applicants will be
selected according to evidence from one or more of the following:

An interview

Verified evidence of higher than the minimum academic entry requirements

References from a school principal or past employer

Assessment of computing skills

Provisions for awarding credit towards a qualificat ion or exemptions from specific course
requirements as a result of: cross-crediting; credi t transfer; recognition of prior learning

All relevant credits gained from unit standards achieved through another organisation may be transferred
towards the National Diploma in Computing (Level 7). Credit transfers from other qualifications will be
individually considered when supported by detailed documentation from the other organisation.

To obtain credit transfer the student needs to present a case for the ICL Senior Lecturer to assess. The
onus is on the student to demonstrate a match, normally of 80% of content, from a course, paper or module
studied to the unit standard for which credit transfer is claimed.

In order to make an assessment the student needs to provide:

Level of course taken;

Duration of course taken: number of weeks and hours per week, both contact teaching and self
study;

Content summary of course taken;

How an 80% match is achieved between the course taken and the unit standard for which credit is
requested.

Applications for recognition of prior learning (RPL) are welcomed and will be given early consideration.
Decisions on RPL are based on one or more of the following: a portfolio; attestation by an experienced
subject or industry expert; references from previous employers or educational organisations.

Course structure, including any specified pre- and co-requisites, compulsory and optional/elective
components, practical/work-based components and alt ernative entry and exit points

There are no specific qualification prerequisites except those detailed in the entry regulations of a more
general academic nature.
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All course components are compulsory. Most practical work will be completed on-campus and a 12-week
work-based component is included in the course.

Alternative entry points are permitted but the programme will always culminate in the Project.

Normal progress through the course and minimum and maximum periods for completion of the
course

The normal time to complete the course is 44 weeks of full time. Where credits have been granted this
timescale will be pro rata to the exemptions. Students may request an extension for resubmission.

Holidays and course breaks

A student may request a break of one module during the first six modules of the programme. The date
normally has to be agreed within the first month of the programme, as the sequencing of modules will mean
that some are impossible to take off without prejudicing the completion of the programme on time.

Students who wish to take more than one module off will have to pay additional fees of $1550 per five-week
module for any extras which need to be added at the end of the scheduled programme.

Assessment, including provision for reassessment an d appeals

ICL’s quality management system details policies and procedures for dealing with assessment. Students are
entitled to one reassessment opportunity during the course period for any non-achieved assessment. An
further reassessment opportunity will be given to assignments which are more than 75% satisfactory.

Reassessment and appeals

Students will have a right to appeal achievement decisions within 14 days of receiving their provisional
results or marked assessments. The appeal must be in writing and signed by the student.

Provision for dealing with instances of impaired pe rformance (e.g. aegrotat passes)
If a student cannot complete an assessment because of illness, accident or bereavement, an aegrotat pass
may be awarded. Applications for aegrotat passes are considered in cases where a student has a record of
consistently good course work and where an application for such a pass is made within ten days of an
impaired performance. An aegrotat pass may apply to a single assessment or to a complete course
component (unit standard or unit standards) where that assessment is a major or final assessment event.
Requirements for the award of the qualification
The National Diploma in Computing (Level 7) will be awarded to students who:

Complete all assignments and assessments to the required standard

Meet all the requirements listed above
Accumulate the required 121 credits

The proposed certificate for course graduates, and a statement of learning outcomes to be printed on the
reverse, is shown below.
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Sample certificate
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Sample National Diploma
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The Diploma in Business Computing — Level 7
Two-year programme

The Diploma in Business Computing is an industry-focused qualification that aims to provide graduates with
advanced computing skills with specialisation in computer support, based on a practical grounding in business
and management practice.
The first year is the NZIM Diploma in Management, which provides a thorough grounding in business,
organisation and management, computing, and communication practice.
The second year is the National Diploma in Computing (Level 7), which teaches advanced computing
skills with specialisation in IT support, and develops in students practical and theoretical skills in
computing to enable them to progress to further studies in a similar field or to enter employment directly.
Total duration of the programme — 83 weeks (including holidays).

Successful completion of the two-year Diploma in Business Computing programme leads to the award of three
qualifications:

NZIM Diploma in Management Level 5 (Year 1)
National Diploma in Computing Level 7 (Year 2)
Diploma in Business Computing Level 7 (after both years)

Course Structure

YEAR 1
Core papers (from NZIM Diploma in Plus optional NZDipBus papers from the following, i f 469
Management Level 5): and/or 550 are not required:
469 Academic Skills for Business Studies 400 Accounting Principles
(only compulsory for students admitted 430 Quantitative Business Methods
through discretionary entry) 469 Academic Skills for Business Studies
530 Organisation and Management 501 Accounting Practices
550 Business Computing (only compulsory | 510 Introduction to Commercial Law
for Diploma in Business Computing 520 The Economic Environment
students) 541 Fundamentals of Marketing
560 Business Communication 550 Business Computing
630 Leadership 632 Operations Management
636 Applied Management 633 Human Resource Management

On completion of YEAR 1 students can:
1. Graduate with the NZIM Diploma in Management, or
2. Continue onto more NZDipBus papers and complete the two-year NZDipBus, or
3. Continue onto YEAR 2, the National Diploma in Co  mputing Level 7, which leads also to the
two-year Diploma in Business Computing

YEAR 2

All of the following unit standards (from the Natio nal Diploma in Computing Level 7)

6748 Explain ethics and professionalism for the computer industry in New Zealand

6713 Explain the management of the information systems function in an organisation

6877 Assess and provide technical advice on software for a single-user personal computer
6854 Explain local area computer networks and install network workstations

6857 Demonstrate an understanding of local and wide area computer networks

6850 Assess & provide technical advice on system software for a multi user computer
6756 Apply the principles of project planning and control

6863 Design a local area network

6760 Plan and manage a project in the computer field

Guidelines and Procedures
All conditions and procedures and entry qualifications for the first year of the Diploma in Business Computing

are the same as for the NZDipBus, as outlined in the pages above. Conditions and procedures for the
second year are the same as for the National Diploma in Computing as outlined in the pages above.
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ICL Diploma in Business Level 6

The ICL Diploma in Business builds on a completed NZDipBus with an extra four Level 6 papers from NCC
Education, a British tertiary institution. Pathways, with two years’ credit transfer, give into the 3" year of an
Honours Bachelor degree in over 20 UK universities. Students who perform well are guaranteed 2" year
entry to the BBus at AUT University and those averaging a B+ will be granted 150 credit points, allowing
them the opportunity to complete the AUT BBus in 1.5 years. Pathways also exist to Deakin University and
USQ in Australia. The ICL Diploma in Business is ideal for a student who wants to continue to complete a
Bachelor degree in NZ, Australia or the UK. It also assists students applying for a work visa or permanent
residency.

Course consists of 16 papers: 12 NZDipBus and 4 NCC Education

Entry with IELTS 6.0 or equivalent in ICL Placement Test

Provisional entry with IELTS 5.5 or equivalent in ICL Placement Test: students must take 469
Academic Skills for Business Studies

Duration of 2-5 academic years, or 20 months

Part Two of the ICL Diploma in Business Level 6:

The NCC Education International Advanced Diploma in Business

The International Advanced Diploma in Business, consists of eight modules (seven core modules and one of
the two optional modules), which can be taken part time over a maximum of two years, or one year full time.
A pass in the NZDipBus with appropriate papers gives credit transfer for four of the IADB papers, leaving
students to take four papers:

DBA 201 Managerial Economics

DBA 205 Consumer Behaviour

DBA 207 Applications of Financial Control
DBA 208 Cross Cultural Awareness

During the teaching of the programme students will be exposed to a balance of academic and vocational
requirements in order to provide them with the necessary knowledge and skills to play a leading role in
business organisations.

On successful completion of the programme, students will be able to enter a wide range of disciplines
including, business, marketing, finance and management.

Programme Duration

ICL delivers the ICL Diploma in Business on a 14-week trimester basis. There are 13 teaching weeks plus
revision time prior to sitting a Global Examination and assignment review time, prior to submitting a Global
Assignment. Students study four modules in each trimester, totalling the eight modules required unless
cross credits have been granted.

ICL delivers the four IADB papers where:

Each paper has a minimum of 60 hours contact time through lectures, tutorials and practical
sessions.

Each paper has a minimum of 90 hours of independent study
Each paper carries a minimum of 15 credits
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This delivery structure has more contact hours that the actual NCC programme itself. This is to ensure that

ICL students have the full support they need.

Paper Contact time Self study Credits Level
Managerial Economics 60 hours 90 hours 15 credits 6
Cross Cultural Awareness 60 hours 90 hours 15 credits 6
Applications of Financial Control 60 hours 90 hours 15 credits 6
Consumer Behaviour 60 hours 90 hours 15 credits 6
Total 240 hours 360 hours 60 credits
Sample timetable 0830-1700 Monday to Friday:
TIMES Monday Tuesday Wednesday Thursday Friday
A F C H E
0830 Consumer Managerial
1000 Behaviour Economics
1000 B G D A F
1130 Cultural Financial Consumer
Awareness Control Behaviour
1140 C H E B G
1310 Managerial Cultural
Economics Awareness
1350 D A F C H
1520 Financial Consumer Managerial
Control Behaviour Economics
1530 E B G D I
1700 Cultural Financial
Awareness Control
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Global examinations will be held at weekends
IT Skills and Access

Students must have access to a computer and the Internet throughout the duration of the programme in
order for them to view the materials contained on the IADB 2007 Student CD as well as to research and type
their assignment according to the assignment word processing and presentation requirements contained in
section 6.4 of this Programme Handbook.

Students should have Microsoft Windows word processing skills and a regularly used and valid e-mail
address, as well as the ability to successfully use the World Wide Web for research purposes.

Required Textbooks

Each module has a required textbook or textbooks which students should purchase, or at least have access
to at the Accredited Partner Centre, and certain modules have additional resources available. Details of
these are included in the module outlines.

Academic Material

A CD has been created for students and one for teaching staff containing all material relevant to the
programme. Students should view the material on the CD which will help in preparation for lectures, tutorials
and when undertaking any revision.

Lecturer/Student notes are available for certain modules, with all modules having an Assessment and
Syllabus Guide.

Additional resources associated with the required textbooks are available for certain modules. Full details of
these are listed in the module outlines in this Programme Handbook and in the Assessment and Syllabus
Guides. These textbook resources vary in form from Instructor Manuals to a list of web links.

We advise teaching staff and students to use these materials as additional resources to accompany the
Assessment and Syllabus Guide. However, these resources should not form the sole basis of study or
lectures/tutorials.
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Paper Outlines

DBA 201 Managerial Economics

Credits | Lecture/Tutorial/Practical Student Independent Assessment
Workshop Hours study hours
15 60 90 Global Examination
Introduction

This module examines how an organisation can achieve its objectives most efficiently through the application
of micro-economic theory and the tools of analysis of decision science, such as statistics and quantitative
methods. It shows how economic analysis can be used in formulating business policies.

Aims
On completion of this module students will have developed their understanding of economics and learn a
variety of techniques that will allow them to solve business problems relating to costs, prices, revenues,

profits, and competitive strategies.

Learning Outcomes

Specific Learning Outcomes (LOS) Demonstrable
Knowledge
LO1 Knowledge and understanding of the well Knowledge and
established concepts and principles, and their | understanding.
limits in managerial economics.
LO 2 Evaluate and assess the application of Analysis.
alternative theories, techniques and principles
to real life business problems.
LO 3 Apply a range of suitable techniques to Application and problem-
develop alternative solutions to business solving.
problems. Synthesis.
LO 4 Evaluate the alternative solutions developed Evaluation.
from the application of analysis techniques.

Indicative Content

Aims and objectives of organisations and the broader framework within which they operate.

Nature and scope of managerial economics within the business context. Explain the relationship
between the economic theory and management decision sciences and critically appraise the
environment within which a business operates.

Demonstrate how an organisation can achieve its aims or objectives most efficiently through the
application of micro-economic theory and the tools of analysis of decision science such as statistics
and quantitative methods.

Understand the meaning and importance of capital budgeting and have a practical understanding of
how companies make investment decisions, using the capital budgeting techniques.

Utility theory, risk aversion, risk and uncertainty in managerial decision-making. Measure the degree
of risk involved in alternative decisions, adjust for risk, and indicate which decision a risk-averse
decision maker prefers.
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Production theory and estimation. Be able to calculate total, average, marginal and product cost,
using the production function with one variable input.

Cost theory and the nature of the costs: short-run cost functions and long run cost curves; total,
marginal and average cost curves.

Derive graphically short-run and long-run average cost curves and explain their relationship with the
economies of scale.

Relationship between the demand for a commodity; price, income and cross elasticity of demand.
Analyse and calculate elasticises and explain their significance for business decision-making.
Explain the reaction of consumers to changes in their incomes, their preferences.

The prices they face, and other economic variables.

Demonstrate the relationship between total, marginal and average productivity of labour.

Explain how the market structure influences price and output under perfect competition and
monopoly.

Demonstrate how economic analysis can be used in formulating business policies.

Required Textbook
Salvatore, D. (2004) Managerial Economics in a Global Economy 5th ed. Thomson Learning

DBA 205 Consumer Behaviour

Credits | | ecture/Tutorial/Practical Student Independent Assessment
Workshop Hours study hours
15 60 90 Global Assignment

Introduction
This module provides an understanding of customers’ needs and the complexity of the Decision Making Unit
and process in both consumer and industrial markets.

Aims
To enable students to identify customer needs through the use of a wide range of available social, cultural
and economic factors that influence consumer behaviour in personal and business scenarios.

Learning Outcomes

Specific Learning Outcomes (LOSs) Demonstrable
Knowledge
LO1 Knowledge and critical understanding of the
established concepts, principles and Knowledge and
technigues of market research and their understanding
contribution to understanding consumer
behaviour.
LO 2 Evaluate and assess the application of
alternative techniques to real world market Evaluation

research problems.

LO 3 Apply a range of market research techniques | Application and problem
in novel situations to develop alternative solving, analysis
solutions to business programmes.

LO 4 Plan and carry out market research and Research and enquiry
present findings.
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Indicative Content

The identification of customer needs through the use of available research data and appreciation of
the need for effective market research investigations.

Recognise the individuals who make up the DMU in any particular buying situation (both for internal
and external markets) and to identify their role and needs in the buying process.

Identify the range of economic, social, behavioural and cultural factors which influence behaviour
both domestically and abroad.

Plan basic marketing research, analyse using appropriate statistical methods and present findings.
Use observational techniques effectively to help understand customer behaviour.

Analyse the behavioural differences encountered when dealing with organisations (as opposed to
individuals) and international markets (as opposed to domestic ones), describe and make use of
relevant theoretical and research evidence on the motivational patterns of customers, and generate
justifiable predictions about future changes in customer expectations, wants, attitudes and behaviour.
The role of segmentation in marketing. Use a variety of approaches and database systems to
segment markets into meaningful and appropriate categories or classes to enable tight and effective
market targeting.

Required Textbook
Rice, C. (1977) Understanding Customers 2nd ed. Elsevier Butterworth Heinnemann

DBA207 Applications of Financial Control

Credits | | ecture/Tutorial/Practical | Student Independent Assessment
Workshop Hours study hours
15 60 90 Global Examination
Introduction

This module is designed to build upon the general financial intelligence students will have accumulated on
the IDB.

Students will demonstrate skills that are normally required at year 2 level of a Business UK honours degree
and cover the areas listed in the Learning Outcomes.

Students will not be expected to demonstrate in depth knowledge of existing accounting standards.

Aims

This module builds on the material encountered in DB 106: Fundamentals of Financial Control. The
module focuses on the importance of financial accounting as a tool for reporting to external users of
information and the role of management accounting in enabling and supporting strategic decisions and
performance measurement.

Students will demonstrate an ability to prepare and interpret financial information produced for
publication; to describe and explain ethical issues arising out of the accounting activities of an
organisation; and to use relevant data and reports to contribute to the evaluation of performance and
capital investment appraisal.

Learning Outcomes
Note: The module aims to develop knowledge and understanding of the principles of good practice in
financial and management accounting but does not require detailed knowledge of accounting standards.

The assessment of learning outcomes will not require preparation of financial statements in accordance
with any particular set of accounting standards.
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Specific Learning Outcomes (LOs) Demonstrable
Knowledge

LO1 Knowledge and understanding of published Knowledge and
financial statements and the preparation of understanding.
balance sheets, income statements and cash | application.
flow statements.

LO 2 Knowledge and understanding of group Knowledge and
accounting including associate and subsidiary | understanding.
companies, and the preparation of Application.
consolidated balance sheets and consolidated
income statements.

LO 3 Interpretation and analyse financial Application and problem
performance using ratio analysis and solving.
preparation of relevant reports. Communication.

LO4 Critically evaluate the role of good corporate Critical reflection.
governance and ethics in accounting.

LOS Knowledge and understanding of standard Knowledge and
costing and the preparation and interpretation | understanding.
of variance analysis statements. Application.

Analysis.

LO6 Preparation of break even analysis Application.
statements and interpretation of Analysis.
computations.

LO7 Knowledge and understanding of the Knowledge and
technigues of performance evaluation. understanding.

LO 8 Preparation of investment appraisal reports Application.
using standard appraisal techniques and Critical reflection.
critical analysis of relative advantages and
disadvantages of each.

LO9 Knowledge, understanding and critical Knowledge and
reflection on the role of management understanding.
accounting in supporting strategic decision Critical reflection
making.

Indicative Content

Partnership Accounts

Limited Company Accounts
Cash flow statements
Investment appraisal techniques
Required Textbooks

Financial Accounting

Elliiot, B and Elliot, J. (2005) Financial Accounting , Reporting and Analysis: International Edition 2nd ed. FT

Prentice Hall

Additional student and lecturer resources should be downloaded from:

www.pearsoned.co.uk/elliot_elliot
Management Accounting

Weetman, P Financial and Management Accounting: An Introduction

FT Prentice Hall

Additional student and lecturer resources should be downloaded from:

www.pearsoned.co.uk/weetman
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DBAZ208 Cross Cultural Awareness

Credits | Lecture/Tutorial/Practical Student Independent Assessment
Workshop Hours study hours
15 60 90 Global Assignment
Introduction

As an increasing number of companies have a global reach, managing cultural differences is fast becoming
a part of every job. This module explores how culture affects management practice, from organisational
structure to strategy and human resource management. Students will have an increased awareness of their
own and other people’s cultures, and their impact on business and management.

Aims

The aim of the module is to provide students with an increased awareness of their own and other people’s
cultures, and their impact on business and management.

Learning Outcomes

Specific Learning Outcomes (LOs) Demonstrable
Knowledge
LO1 Knowledge and critical understanding of the Knowledge and

established concepts, principles and techniques of | understanding
cultural analysis and the impact of culture on
business and management.

LO 2 Interpret and analyse national cultures and their Analysis
impact on business.

LO 3 Analyse and predict the impact of culture on Synthesis
competitive advantage.

LO 4 Critically evaluate strategies for managing cultural | Evaluation

differences and associated ethical dilemmas.

Indicative Content

Role and impact of different cultures on effective management practice.

Culture as a source of competitive advantage or disadvantage.

Influence of culture on the structure and processes of organisations.

Strategic implications of culture, and its role in the internationalisation of companies.

Cultural and national factors which impact upon the management of human resources across
countries.

Competencies required for managing internationally, and evaluate strategies for managing
multicultural teams.

Strategies for managing cultural differences.

Strategies for managing ethical dilemmas, and appraise the role of managers and companies as
global citizens.

Required Textbook

Schneider, S.C and Barsoux, J.L. (2003) Managing Across Cultures 2nd ed. Prentice Hall
DBA 209 Technology and Organisation (Optional)

Assessment

Assessment Criteria

The table provided in Appendix A details the assessment criteria for the programme and module. Teaching
staff and students should refer to this when undertaking any assessment, marking any assessment, writing
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any formative assessment, or generally progressing through the module.Formative assessments are
assessments created by teaching staff during the teaching of a module, to determine the degree to which
students are able to demonstrate the knowledge required to meet the learning outcomes.

Global Assignments

Global Assignments usually consist of up to five tasks. The required number of words varies for each task
but culminate in a final report totalling between 3000 — 5000 words, depending on the module. Full details of
the criteria will be given with the actual assignment tasks. When faced with the tasks in the assignment
students should follow the guidance below to ensure that they are answering the questions fully and have
provided sufficient evidence of their research in a clear and logical manner, which is easy for the reader to
follow. It is useful to think of the reader as someone who has no knowledge of the given subject matter and
aim to give them a clear understanding of the subject through reading the report. The reader should be
reminded of the questions throughout the report and by the end have a clear understanding of the tasks
undertaken, and award marks accordingly.

Formative assessment by teaching staff at the Accredited Partner Centre is encouraged by NCC Education
in order to test the demonstrable knowledge and understanding of students in relation to the required
learning outcomes prior to the submission of a Global Assignment.

The following modules on the IADB are assessed by Global Assignment.

DBA 205 Consumer Behaviour
DBA 208 Cross Cultural Awareness

NCC Education Global Assignment Resources

To help students in writing the assignment, NCC Education provides sample assignment questions from
previous assessment sessions together with the marking scheme and criteria on the Education Campus. Log
on to the Education Campus through our website at www.nccedu.com

The user name and password given to Accredited Partner Centres at the final accreditation stage is required
to access these resources and so students should obtain this from the Accredited Partner Centre.

NCC Education also provides moderation reports which include Global Assignment reports per module for
Accredited Partner Centres " available on the Education Campus.

These reports include a summary of which questions the candidates failed to answer effectively and
conversely those where the answers had covered the areas required.

The moderation report also details individual performance per country, which teaching staff and students
may find useful.

Report Writing Tips

What is a report?

A collation of answers related to individual tasks.

Can consist of diagrams as well as written text.

The report must:

be well-structured and state its purpose and content;

be presented in a clear and concise way for the reader to follow;

have a neat and well presented layout, and not present any obstacles to the reader;
have a clear and interesting reading style;

refer to literary texts and research, indicating a personal view and opinion.

Format of the report:
- Introduction (it is generally better to write the introduction after the report is completed).
Organise information according to its importance.
Ensure you refer back to the purpose of the task.
Conclusion must always summarise your findings.
Collecting the Content Material

Business & Computing Handbook v35 Nov 2009 © ICL 2009. All rights reserved 53



Once students know which questions to answer, the first task will be to gather the necessary
material together in order to effectively answer those questions.

Material comes in two kinds — primary and secondary sources — and it is important to use both in any
research undertaken.

Primary sources are literary texts. For example, students should use the required textbook for the
module, as listed in each module outlines contained in this Programme Handbook, as one of the
primary sources (the more primary sources used, the better).

Students should present primary sources in such a way that it is obvious they have read and
interpreted the text and formed an opinion based on its content (in fact, as though they are critics of
the material).

Secondary sources are works of criticism and, although they are useful in the research, students
should not simply repeat what the critic has said.

Students should refer to the critic’s opinion in relation to how they formed their own opinion through
primary source research, and describe how the opinions either concur or disagree.

Note: It is always better to read an original text and refer to it than to read and refer to a critic.

Completing the Tasks

Although the tasks in Global Assignments vary in length and structure it is important to remember
that the marks are awarded for the student’s demonstrable knowledge, understanding and
attainment of the learning outcomes for the module.

Students should use the primary source (the required textbook) in each module to ensure they can
display these skills together with subject knowledge in order to answer the questions effectively. It is
essential to use the mapping table in the Assessment and Syllabus Guide for the modules assessed
by Global Assignment, which highlights the chapters of the required textbook in which each learning
outcome is covered.

The marking scheme for each task should be used as a fundamental tool in answering the questions.
Particular attention should be paid to criteria which allude to what the reader is expecting to see and
to the number of marks allotted to the task.

The number of marks allotted to a task can indicate how many points the reader is expecting, and
provide guidance as to which answers should be longer and more comprehensive than others.

Word Processing and Presentation Requirements

The way in which the assignment is presented is of equal importance to the academic content of the
document. It is imperative the reader is able to see the questions and the answers. It is essential to ensure
that the grammar and spellings are accurate and correct. A checklist follows which students should use as a
guideline before submitting the assignment for marking:

Use standard Arial font size 11.

Include page numbers.

Include title page.

Submission to be printed single-sided, not double sided.

Ensure you have written within or to the maximum word limit.

Start each task on a new page and include the question.

Ensure any diagrams, snap shots, PowerPoint slides fit correctly on the page and are referenced, for
example, Fig 1, Fig 2.

Include a table of contents.

Use accurate Harvard referencing.

Include a bibliography.

Include a completed Statement and Confirmation of Own Work as the front page.
Check spelling, grammar and punctuation.

Submit the assignment on a floppy disk or CD ROM by the deadline date provided.

Revision Plan

The Global Assignments are given to students sufficiently in advance of the deadline to allow students the
opportunity to refer to the lecture/tutorial/independent study activities they have undertaken throughout the
trimester and draw on their knowledge and understanding in order to complete the assignment successfully.
The revision topics listed in the Assessment and Syllabus Guide for modules assessed by Global
Assignment refers to the learning outcomes for the module and the areas which need to be revised when
preparing to demonstrate the required knowledge and understanding in the Global Assignment.

Business & Computing Handbook v35 Nov 2009 © ICL 2009. All rights reserved 54



Examination Procedure

Global Examinations

Global examinations are set in each core module by NCC Education, taken under NCC Education
regulations at the Accredited Partner Centre, and marked and moderated by NCC Education. The
examinations last for 2 to 3 hours (depending on the subject) and are worth 100% of the overall mark for the
programme.

Modules assessed by global examination are:

DBA 201 Managerial Economics
DBA 207 Applications of Financial Control

Global Examination Preparation

Similar to Global Assignments, Global Examinations assess the students’ demonstrable knowledge and
understanding and attainment of the learning outcomes. However, the examination paper is unseen and
must be completed within a strict timeframe at the Accredited Partner Centre.

NCC Education Global Examination Resources

To help students in preparing for the examination, NCC Education provides examination papers and marking
schemes from previous assessment sessions on the Education Campus under each programme heading.
Log on to the Education Campus through our website at www.nccedu.com

The user name and password given to Accredited Partner Centres at the final accreditation stage is required
to access these resources.

NCC Education also provides moderation reports which include a summary of which questions the
candidates failed to answer effectively and conversely, those where the answers had covered the areas
required.

Formative assessment by teaching staff at the Accredited Partner Centre is encouraged by NCC Education
in order to test the demonstrable knowledge and understanding of the students relating to the required
learning outcomes, prior to students sitting the Global Examination.

Revision Plan

As the Global Examination papers are unseen, a well-structured revision plan must be incorporated into the
learning timetable at the Accredited Partner Centre during the 14-week trimester and any additional weeks
as deemed necessary. This must be adopted by the students in order for them to develop their own
knowledge and understanding, which they will then be able to demonstrate in the examination.

Revision should not be a last minute attempt to make up for poor study habits during the previous 13 weeks.
Students should work consistently, always aware of the forthcoming examination, and allow time to revise
accordingly.

The revision topics listed in the Assessment and Syllabus Guide for each module assessed by Global

Examination refers to the learning outcomes for the module and the areas which need to be revised when
preparing to demonstrate the required knowledge and understanding in the Global Examination.
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Assessment criteria

Students attaining this level of performance should be in a small minority of
those on the course

learning outcomes have not been demonstrated
relevant points have been omitted from the answer
there are errors in the answer

parts of the question remain unanswered

answers may be too brief and possibly in note form

International Diploma in Business and International Advanced Diploma In Mark awarded
Business
DISTINCTION | 75%
DISTINCTION (A) and
Distinction level work is relatively rare and is ex ~ pected to stand out from the above
work of other students. Not many students will achi eve a distinction.
- directly addresses the question or problems raised
- provides a coherent argument displaying an extensive knowledge of
relevant information
- evaluates concepts, techniques and theory
- relates theory to practice
- reflects the student's own argument and is not just a repetition of standard
lecture, and reference material is very accurate
- provides evidence of reading beyond the required reading
- shows awareness of other approaches to the problem area
- has an appreciation of methodological concerns and displays an
awareness of the limitations of current knowledge
CREDIT 65% -
CREDIT (B) 74%
This is a highly competent level of performance
- directly addresses the question or problems raised
- provides a coherent argument drawing on relevant information
- shows some ability to evaluate concepts and theory and to relate theory
to practice
- reflects the student's own argument and is not just a repetition of standard
lecture and reference material
- does not suffer from any major errors or omissions
- provides evidence of reading beyond the required reading
- displays an awareness of other approaches to the problem area
PASS 40% -
PASS (C) 64%
This is an acceptable level of performance and all competent students
should expect to achieve at least this level.
- addresses the question but provides only a basic outline of relevant
arguments and evidence along the lines offered in the lectures and
referenced readings but with little evidence of further reading
- all learning outcomes are demonstrated
- answers are clear but limited
- some minor omissions and inaccuracies but no major errors
REFERRED 0% -
REFERRED (D) 39%
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Examinations

Any student found to be acting dishonestly or committing plagiarism will be excluded from the examination
hall. The student shall countersign the irregularities report made out by the invigilator, and will have the right
to send a written explanation to the Academic Standards and Quality Manager at NCC Education, The
Towers, Towers Business Park, Wilmslow Road, Didsbury, Manchester, M20 2EZ, United Kingdom within 24
hours. The student's explanation, along with all other evidence, shall be forwarded to the Awards Panel for
due consideration.

Course and Project Work

Where cheating or plagiarism is suspected with the course work or project work submitted by a student, then
all the evidence will be collected and sent to the Chief Moderator who will undertake a formal investigation
and hold a review hearing.

Outcome

The Awards Panel shall make a decision on all of the available evidence. The Awards Panel decision shall
be final and binding.
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Statement and Confirmation of Own Work
All submitted work must have this form as the cover/first page. Please include this form as part of a standard
format when submitting an assignment.

Statement and Confirmation of Own Work

Programme Qualification Name

All submitted work must have this form as the cover/first page. Please include this form as part of a standard
format when submitting an assignment.

Student Declaration

| have read and understood NCC Education’s regulations on plagiarism.

| can confirm the following details:

Student ID/Registration Number:
Name:

Module Name:

Title of Work:

Module Leader:

Number of Words:

| confirm that this is my own work and that | have not plagiarised any part of it. | have also noted the grading
criteria and pass mark for assignments.

Due Date:

Student Signature
& Submitted Date:
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NCC Certification

Notification of Results and Certification

After each assessment session, Accredited Partner Centres are issued with one results slip per candidate (in
electronic format) which details the grade achieved in each module assessed as one of the following:
Referred, Pass, Credit or Distinction as per the Assessment Criteria contained in Appendix A.

Once students have successfully completed the IADB they will be issued with a Record of Achievement
indicating the grade achieved in each module, and an International Advanced Diploma in Business certificate.

On failing the IADB (i.e. not achieving all required modules within the eligibility period), candidates will
receive a Record of Achievement only.

Record of Achievement
The Record of Achievement will:

indicate the grade achieved by the candidate for each module completed. The grade will be Fail,
Pass, Credit or Distinction.

The Record of Achievement will not:

display numerical marks achieved in any assessment;
record an overall grade for the qualification.

Certificate
The certificate will:

carry the signatures of the Director of Academic Standards and Quality and the Chair of the
Academic Board.

The certificate will not:
record an overall grade for the qualification.

Appeals Process

If a student wishes to appeal against a mark obtained, they are able to do this according to the NCC
Education Appeals Process.
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Appeals Process

An application for appeal may be made on the grounds that there was such a procedural defect as defined
below as to make it likely that the results of assessment was less favourable to the candidate than his/her
performance merited. Such an appeal can be raised against the marks allocated for the following:

Local Exams
Global Exams
Assignments

Any form of assessment that carries any weighting towards their final mark as dictated by NCC Education
from time to time.

An appeal should be lodged, directly after the release of results, and can only be made based upon one of
the following:

The examiners failed to assess all work submitted for an examination

There was a computational error in arriving at the candidate's total marks.

The method(s) of assessment differed in a significant manner from that set out in the definitive
regulations or syllabus of the course.

To lodge an appeal:

The appeal must be made via an Accredited Partner within 4 weeks from the release of results to
Partners, NCC Education will not consider them directly from the candidate.

The application should be completed using the NCC Education appeal form. If candidates do not
record on the appeal form in detail the reasons why they feel the appeal is valid, then NCC
Education will reject the appeal and it will be taken no further.

The appropriate fee along with the completed appeal form should be sent to the following address:

Academic Standards Manager
NCC Education Limited

The Towers

Towers Business Park
Wilmslow Road

Didsbury

Manchester

M20 2EZ

Fax: 0161 438 6240

NCC Education will not accept an appeal simply on the grounds of a candidate not achieving the grade they
expected. Any such requests will be rejected as NCC Education’s academic judgement can not be
qguestioned only procedural defects as outlined in the appeal form.
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Pathways to Third Year of University Study

The NCC Education International Advanced Diploma in Business is equivalent to Year 2 of a typical UK
honours degree programme. The combined NZDipBus and IADB are equivalent to the first two years of a
typical UK honours degree programme.

The IADB is recognised by universities and employers worldwide. Articulations from other UK universities
exist including the following, which offer entry to the third or final year or “top-up” programme on their
respective degree pathways. Conditions vary from university to university and are summarised in the
following url: http://www.nccedu.com/recognition/displayartquals.a sp?qualid=1ADB

Anglia Ruskin University
Oxford Brookes University
London Metropolitan University
University of Abertay, Dundee
University of Gloucestershire
University of Greenwich
University of Huddersfield
University of Bedfordshire
Northumbria University
University of Portsmouth
University of Salford
Birmingham City University
University of Worcester
Southampton Solent University
Kingston University London
Nottingham Trent University
Staffordshire University
Thames Valley University
University of Sunderland
University of Wales, Lampeter
Limkokwing University of Creative Technology (Malay sia)
Buckinghamshire New University
Middlesex University

Clicking on the university names above will access the relevant page containing pathway details and entry

requirements to enter the third year of an honours bachelor degree. Further details can be found on the
NCC Education website: www.nccedu.com
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ICL Rules and Regulations

Prescribed Texts
Each Paper Outline has a required course text and general assessments.
We insist that students purchase the prescribed texts for each of the subjects that they will be studying.

It is Business School policy to conduct open book t ests in they first few weeks of the course anditi s
therefore essential that students have their own co py of the subject book.

Where a prescribed text does not cover the entire material outlined in the subject syllabus, reasonable efforts
will be made to ensure supplementary notes or booklets are made available to students at a minimal cost.
Students can order texts themselves or purchase them through the Business School, which has good
relationships with the relevant publishers and distributors. Once a trimester is completed, students may be
able to sell their texts to the Business School at a negotiated price. This is a service we hope to develop as
student numbers increase.

Textbooks

It is important that you buy your own textbook for each course. ICL will buy textbooks at discounted prices
on your behalf if you pay in advance. ICL will also buy your book back from you at the end of your course for
50% of what you paid, as long as the book is in good condition and has not been marked or highlighted. ICL
will sell these good-quality second-hand books at 75% of their original price. Please note however that ICL
will not buy back books that are replaced by a later edition or by an alternative text.

Copyright

lllegal photocopying of texts is strictly prohibited and any such material will be confiscated and forwarded to
the relevant publisher who owns the intellectual property. If students persist in such illegal replication, then
the Business School will inform the publisher.

In New Zealand you cannot copy from a textbook unless the book is out of print or less than 10% of the
content is being copied. This is only allowed once. It is totally illegal to copy a complete book. Such a copy
must be destroyed. If you copy a book, you are liable to prosecution under New Zealand law. For a full
explanation refer to http://www.whatiscopyright.org

Copyright laws grant the creator the exclusive right to reproduce, prepare derivative works, distribute,
perform and display the work publicly. Most countries are members of the Bern Convention and the
Universal Copyright Convention (UCC) which allow you to protect your works in countries of which you are
not a citizen or national. For more details refer to www.whatiscopyright.org.

Breaking copyright law is serious. For example in November, 2003 three Australian students received
criminal convictions for copyright infringement, receiving a mix of suspended sentences, a fine, and
community service.

Plagiarism

Academic Dishonesty and Plagiarism Policy Principle

The principle to be applied is that no student shall obtain, or attempt to obtain, an advantage in assessment
through unfair or improper means. Any such attempts shall be deemed to be in contravention of the

regulations governing ICL's academic qualifications and subject to disciplinary. This document is designed to
explain what plagiarism is, why it brings severe penalties to the student, and how to avoid it.
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What plagiarism is:
Using someone else's work as your own, without citing the source.

This includes direct copying, rephrasing, and summarising, as well as taking someone else's idea and
putting it into different words. Cutting and pasting paragraphs from different websites is the same as handing
in a paper downloaded from the internet, both are examples of plagiarism.

Examples
The following are provided as examples of dishonesty or plagiarism.

Examinations

Taking of unauthorised material into an examination.
Consulting unauthorised material outside the examination hall during the examination.
Obtaining an unseen examination paper in advance of the examination.

Copying from another examinee (student).

Attempting to communicate with another examinee (student) during the exam.

Using an unauthorised calculator or other device e.g. mobile phone during the examination or storing
unauthorised material in the memory of a programmable calculator or other device e.g. mobile
phone which is taken into the examination.

Impersonation, where a substitute takes an examination, test or assignment on behalf of the student.
Course work and Project work

Falsifying data in experimental results.

Copying course work or project work from another person or source.

Collusion to present joint work as the work solely of one individual.

Plagiarism, where the work or ideas of another, are presented as the student’s own.

Bribery or attempted bribery of a person thought to have some influence on the student’s assessment.

Any other conduct calculated to secure an unfair or improper advantage in an assessment.

If you share your coursework or examination paper with another student and he or she plagiarises it, you are
considered as guilty as the one who has plagiarised your work, since you enabled the plagiarism to take
place. Under no circumstances should a student make his or her coursework or examination paper available
to another student unless the instructor gives explicit permission for this to happen.

It is also an offence under the regulations to knowingly assist in any of all of the above.

Plagiarism is a serious academic offence and the school will discipline students for committing plagiarism.
Students who plagiarise, including who anyone enabled the plagiarism to take place, are likely to be caught,
and could be removed from completing their award, and will not be allowed in future to take an ICL

Education programme.

Students are responsible for educating themselves about plagiarism, and ICL Education advice is to avoid
plagiarism at all costs.

Avoiding plagiarism

Students learn from the work of others and may quote from it without penalty.

Where direct quotation appears to a student to be appropriate s/he must ensure that quotation marks and
reference to the original author is clear within the text. Essays, projects and reports will also show the

referenced works in the bibliography. One of the best ways to avoid plagiarism is to ensure you use
references and citations properly, using the Harvard System, see below.
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Disciplinary Procedure

1. You will be given a written warning notice if you do not comply with the rules. You will be dismissed if you
have already received two written warnings and still do not comply with the rules.

2. If you do not comply with the rules in a way that puts you or others at risk, you may be immediately
suspended or immediately dismissed.

3. Any student who has been dismissed cannot continue with any course at ICL and no refunds will be made.
If you are dismissed from ICL and are in New Zealand on a student visa, then the school is required to
advise Immigration New Zealand of your dismissal. Immigration New Zealand is entitled to revoke your
student visa.

4. Likewise prolonged absence or absence without notice may result in dismissal and your student visa
being revoked.

5. If your application to enrol requests ICL to inform your parents or legal guardian of your progress, then ICL
is obliged to advise your parents or guardian of your dismissal or any formal disciplinary action taken.

If we believe you are cheating or guilty of plagiar  ism in assignments, this will be the procedure:

A written report will be prepared by the person alleging the dishonest practice.

This will be given to the person accused of dishonest practice.

Within one week there will be a Discipline Committee hearing with the Principal or Deputy Principal as
Chair, the Director of Studies or Programme Leader, one other staff member and relevant language
counsellors present.

Students will be encouraged to bring support person(s) to help with any language issues.

The person making the allegations and the student(s) will be given the opportunity to describe and
explain what happened.

The Committee will consider what is said and will decide what they believe occurred and prepare a
written report that includes any decision(s).

This report will be given to the student within one week of the Committee meeting.

If confirmed plagiarism consists of two or more students copying from each other, ALL parties will
normally receive a zero mark.

You are allowed to appeal. This means that you are allowed to write a letter back to the Principal if you
are not satisfied. In this letter you must mention what must be done to satisfy you.

You will get a reply to this letter from the Principal.

If you are still not satisfied, you can contact the NZQA at PO Box 160, Wellington

If we believe you are cheating in an examination th  is will be the procedure:

Your work will be collected and signed, dated and timed by the lecturer.

You will finish your examination.

You will meet the Director of Studies / Principal and lecturer straight after the examination or at a time
agreed by everyone and the incident will be discussed. You will be able to explain your point of view
and you can bring a support person with you.

A written record will be made of what happened and a preliminary decision will be made.

You will receive a letter that tells you what was decided. The usual punishment for cheating in a test or
examination is to get a zero mark for that test or examination. If copying is confirmed, ALL parties will
receive a zero mark.

You are allowed to appeal. This means that you are allowed to write a letter back to the Principal if you
are not satisfied. In this letter you must mention what must be done to satisfy you.

You will get a reply to this letter from the Principal.

If you are still not satisfied, you can contact the NZQA at PO Box 160, Wellington

NB: Any person found stealing will be reported to the police so that appropriate action can be taken.
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Referencing
Harvard Format - APA

This information is taken from a summary of the APA style guidelines as contained in The Publication
Manual of the American Psychological Association, 5th ed., 2001 (Subject Reference Collection: 808.02
AME), presented on the University of Portsmouth website, retrieved 14" August 2006 from:

http://www.port.ac.uk/departments/studentsupport/library/supportandadvice/Informationstudyskillssupportmat
erial/harvardapaformat/

The APA style is based on the Harvard referencing system whereby the date of publication follows the
author name(s), and in-text references refer to items in the bibliography using the author surname and date
of publication, in brackets.

Referencing is important in all academic work as it indicates to the reader the sources of your quotations and
borrowed ideas. Failure to indicate your sources is tantamount to plagiarism (literary theft). The purpose of
the referencing system is to describe your sources in an accurate and consistent manner and to indicate
within the text of your paper where particular sources were used.

Reference list (Bibliography) at end of paper

The reference list should be arranged alphabetically by author surname. The APA format requires book and
journal titles etc. to be italicised, although you can underline instead in a handwritten list.

Where to find the details needed in a reference lis  t
Books

The details needed for a book can be found on the front and back of the title page. Make sure you locate the
name of the publisher rather than the printer or typesetter. You need the name of the publisher in your
reference list.

Ignore any reprint dates; you need the date when the first, second, third edition etc. of the book was
published according to which edition of the book you are using.

Journal articles

The details needed for a journal article can usually be found on the contents list, front cover or article itself.
Printed publications: examples of references

Book

The basic pattern for a reference to a book is:

Author, Initials. (year). Title of book. Place of publication: Publisher.

American Psychological Association. (1994). Publication manual of the American Psychological Association
(4th ed.). Washington, D.C.: Author.

Encyclopedia of psychology. (1976). London: Routledge.
Gardner, H. (1973). The arts and human development. New York: Wiley.
Moore, M. H., Estrich, S., McGillis, D., & Spelman, W. (1984). Dangerous offenders: the elusive target of

justice. Cambridge: Harvard University Press.
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Strunk, W., & White, E. B. (1979). The elements of style (3rd ed.). New York: Macmillan.
Note: List up to 6 authors. The 7th and subsequent authors are abbreviated to et al.
Edited book

Maher, B. A. (Ed.). (1964-1972). Progress in experimental personality research (6 vols.). New York:
Academic Press

Article in edited book (Chapter)

The basic pattern for a reference to a chapterina n edited book (where the chapters have been
written by several different people) is:

Author of chapter, Initials. (year). Title of chapter. In Initials. Name of Editor/s (Ed.) Title of book (pp.start and
end page numbers of chapter). Place of publication: Publisher.

Vygotsky, L. S. (1991). Genesis of the higher mental functions. In P. Light, S. Sheldon, & M. Woodhead
(Eds.), Learning to think (pp. 32-41). London: Routledge.

Encyclopedia entry

Lijphart, A. (1995). Electoral systems. In The encyclopaedia of democracy (Vol. 2, pp. 412-422). London:
Routledge.

If the entry has no author, begin the reference with the entry title followed by the date of publication.
Government publication

Great Britain. Command Papers. (1991). Health of the nation (Cm 1523). London: HMSO.

Great Britain. Home Office. (1994). Prisons policy for England and Wales. London: HMSO.

Report

Birney, A. J., & Hall, M. M. (1981). Early identification of children with written language difficulties (Report
No. 81-502). Washington DC: National Educational Association.

Conference paper in published proceedings

Borgman, C. L., Bower, J., & Krieger, D. (1989). From hands-on science to hands-on information retrieval. In
J. Katzer, & G. B. Newby (Eds.), Proceedings of the 52nd ASIS annual meeting: Vol. 26. Managing
information and technology (pp. 96-100). Medford, NJ: Learned Information.

Journal article
The basic pattern for a reference to a journal arti  cle is:

Author, Initials. (year) Title of article. Title of journal, Volume number - if there is one (Issue number), start and
end page numbers of article.

Noguchi, T., Kitawaki, J., Tamura, T., Kim, T., Kanno, H., Yamamoto, T., et al. H. (1993). Relationship
between aromatase activity and steroid receptor levels in ovarian tumors from postmenopausal women.
Journal of Steroid Biochemistry and Molecular Biology, 44(4-6), 657-660.

Popper, S. E., & McCloskey, K. (1993). Individual differences and subgroups within populations: the
shopping bag approach. Aviation Space and Environmental Medicine, 64(1), 74-77.
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Weekly magazine article

Barrett, L. (2001, August 23). Daewoo's drive to survive in the UK. Marketing Week, 22-23.
Newspaper article

Caffeine linked to mental illness. (1991, July 13). New York Times, pp. B13, B15.

Young, H. (1996, July 25). Battle of snakes and ladders. The Guardian, p. 15.

Two or more works by the same author(s) with the sa  me publication date

Where an author (or particular group of authors) has more than one work in a particular year, list them in title
order and follow the date with a lower case letter a, b, c, ... For example:

Harding, S. (1986a). The instability of the analytical categories of feminist theory. Signs, 11(4), 645-64.
Harding, S. (1986b). The science question in feminism. Ithaca: Cornell University Press.

When referred to in the text these letters are also used (see last page section b).

Anonymous works

If a work is signed "Anonymous", your reference must begin with the word Anonymous, followed by date etc.
as normal.

If no author is shown, put the title in the normal author position.
Note on page numbers

Use pp. for page range only for encyclopedia entries, multi-page newspaper articles and chapters or articles
in edited books. For articles in journals or magazines use the numbers alone.

Interviews and email messages

Because interviews and email messages are not considered recoverable data, you do not give details in your
reference list. You should, however, cite an interview or email message within the body of your text as a
personal communication:

...and this point was conceded (J. Bloggs, personal communication, August 22, 2001)
Legal References

Because the situation regarding legal references is complex and only US law is covered in the APA Manual,
legal references will be covered in a separate guide.

Audiovisual sources: examples of references
Films
The basic pattern for a reference to a film is:

Name of primary contributor - the director or producer, or both, Initials. (Role of primary contributor). (year).
Title of film [Motion picture]. Country of origin - where the film was primarily made and released: Name of
studio.

Reed, C. (Director). (1949). The Third Man [Motion picture]. United Kingdom: British Lion/London Films.

Business & Computing Handbook v35 Nov 2009 © ICL 2009. All rights reserved 73



Spielberg, S. (Director). (1993). Jurassic Park [Motion picture]. United States: Universal Pictures/Amblin
Entertainment.

Review of a film
Kinder, M. (2002). Moulin Rouge [Review of the motion picture Moulin Rouge]. Film Quarterly, 55(3), 52-59.

Malausa, V. (2001). Beauté du mensonge [Review of the motion picture The Tailor of Panama]. Cahiers du
Cinéma, 558, 82-83.

If the review is untitled, put everything in square brackets in the normal title position and keep the square
brackets.

Television programmes

Collinson-Jones, C. (Producer), & Dobson, E. (Director). (2003, July 14). Casualties of peace [Television
broadcast]. London: Channel 4.

Single episode from a television series

Fraser, R. (Writer), & Geoghegan, S. (Director). (2003). Eyes wide open [Television series episode]. In P.
Goodman (Producer), Holby City. London: BBC1.

This example shows the most complete information possible for a television episode. If details of the writer
are unavailable, begin your reference with the name of the director.

Radio programmes
Portenier, G. (Producer). (2003, July 17). Crossing continents [Radio broadcast]. London: BBC Radio 4.
Electronic sources: examples of references

The details shown below have been compiled according to the guidelines available on the APA Website
(http://www.apastyle.org) in August/September 2001 (re-checked July 2003). Check this Website and the 5th
edition of The Publication Manual of the American Psychological Association for further guidance.

The basic pattern for a reference to an electronic source is:
Author, Initials. (year). Title. Retrieved month, day, year, from Internet address.

Banks, I. (n.d.). The NHS Direct healthcare guide. Retrieved August 29, 2001, from
http://www.healthcareguide.nhsdirect.nhs.uk/

If no date is shown on the document, use n.d.

If the author is not given, begin your reference with the title of the document.

If a document is part of a large site such as that for a university or government department, give the
name of the parent organisation and the relevant department before the Web address:

Alexander, J., & Tate, M. A. (2001). Evaluating web resources. Retrieved August 21, 2001, from Widener
University, Wolfgram Memorial Library Web site: http://www2.widener.edu/Wolfgram-Memorial-
Library/webevaluation/webeval.htm

Deciding your future. (2000). Retrieved September 5, 2001, from University of Portsmouth, Careers Service
Web site: http://www.port.ac.uk/departments/careers/ plancareer/deciding-your-future.htm
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Electronic journal articles which are duplicates of the printed version

Use the same reference format as for a printed journal article but add "Electronic version" in square brackets
after the article title:

Lussier, R. N., & Pfeifer, S. (2001). A crossnational prediction model for business success [Electronic
version]. Journal of Common Market Studies, 39(3), 228-239.

If you are referencing an online article where the format differs from the printed version or which includes
additional data or commentaries, you should add the date you retrieved the document and the Web address
(URL).

Articles in Internet-only journals

Korda, L. (2001, July). The making of a translator. Translation Journal, 5(3). Retrieved August 21, 2001 from
http://accurapid.com/journal/17prof.htm

Use the complete publication date shown on the article

Note that page numbers are not given

Whenever possible, the URL you give should link directly to the article itself

Break a URL that goes onto another line after a slash or before a full-stop. Do not insert a hyphen at
the break.

Articles retrieved from a database

Use the format appropriate to the type of work retrieved and add a retrieval date, plus the name of the
database:

McVeigh, T. (2000, July 9). How your gestures can do the talking. The Observer, p.7. Retrieved September
10, 2001, from The Guardian and The Observer on CD-ROM database.

Citing references in the text

a) References are made from the text of the paper to the full details of the work in the reference list in
the following manner:
Williams (1995, p.45) compared personality disorders ...
In a recent study of personality disorders (Williams, 1995, p.45) ...

b) When an author, or group of authors, has more than one publication in the same year a lower case
letter is added to the date. For example:
In two recent studies (Harding, 1986a, p.80; Harding, 1986b, p.138) it was suggested that ...
In two recent works Harding (1986a, p.80; 1986b, p.138) has suggested that ...

c) Multiple author citations

With two authors both names should be listed in each citation e.g. (Duncan & Goddard,
2003, p.99)

With three to five authors name all authors the first time, then use et al. (and others). For
example: the first time it would be (Moore, Estrich, McGillis & Spelman 1984, p.33) and
subsequent references to the same publication would use (Moore et al.).

For six or more authors, use et al. after the first author in all occurrences.

Note that when the in-text reference occurs naturally within the sentence "and" should be used
before the final author. But when the entire reference is enclosed in brackets the ampersand (&)
should be used.

d) When a source has no author cite the first two or three words of the title followed by the year. For
example:
... in the recent book (Encyclopaedia of psychology, 1991, p.62) ...
... in this article ("Individual differences," 1993, p.12) ...
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- follow this example for web pages where no author is given

However, if the author is designated as "Anonymous", cite the word Anonymous in your text e.g.
(Anonymous, 1993, p.116).

Note: Underline or italicise the title of a journal or book and use double quotation marks around the title of an
article or chapter.

e) When using quotations in your text observe the following examples:

f)

He stated, "The relative importance of the systems may nevertheless remain in approximately the
same proportion" (Gardner, 1973, p.41)

Smith (1991) found that "...there is no evidence that chimpanzees can produce a drawing and
discern the object represented in it..." (p.84)

If you cite a work that you discovered in another work, observe the following examples:

Smith (1970, p.27) cites Brown (1967) as finding ...

Brown (1967), cited by Smith (1970, p.27), found ...
It was found (Brown, 1967, cited by Smith, 1970, p.27) that ...
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Behaviour in Lectures and Attendance

In your behaviour you need to respect yourself and others. This means that you should be on time for class
(punctual ), that you should co-operate with your teachers and do everything you can to help your own and
other’s learning. If your behaviour is disruptive or creates problems for other students, the teacher will
remind you about the correct way to behave. If you persist in disturbing others you will be asked to leave the
class (at least for a few minutes). If the problem happens again you will be reported to the Director of
Studies and there will be an enquiry into what happened. This could result in you being withdrawn from the
class.

Treat other people the way you would like themtot  reat you and there will be very little chance of
difficulties and problems.

Orientation is done within the first fortnight and this is the time when you can find out how the programme is
run at ICL. Some students arrive after the course has started. The policy of ICL allows a late start at a
maximum of two sessions or one-eighth of the teaching time from the original start date.

You should aim for 100% attendance . If you are not present for 80% of classes, and for all tests, you may
not be allowed to write the final examination. If you know in advance that you have to be absent from class,
you must write a note about it for your lecturer. If you miss more than two classes because you are sick, get
a doctor’s certificate

If you always come to class, you have a much greate  r chance of success!

Sometimes the traffic in Auckland becomes very bad, especially at peak travel times. You may be delayed
because of this and not get to your class on time. Please phone the college on 09-368-4343 and tell the
receptionist what your problem is. The receptionist can then tell your lecturer.

Switch off your mobile  phone in the classroom.

When working in the computer labs, please bring your own computer disks or memory sticks for saving files.
Back up your work regularly so that work cannot be lost. Do NOT bring either food or drink into the computer
labs. You may print out up to 100 pages per course. After that, you will have to pay for additional copies.

English

You have come to ICL to obtain your qualification in English. The best way to be successful is to
use English constantly in classes and on the campus.

If you can use English at home it is even better. Many students share accommaodation with other
friends from the same country. This is bad for learning English. You should always try to read at
least one major newspaper each week. You should try to watch the news every night on TV and
listen to the radio in English as much as possible. This will help you improve your English.

The more you speak, write and read in English, the better you become. The better you become, the
better the result of learning will be. Keep your first language for explaining a meaning to another
student.

Remember that when you graduate you will probably want to earn a New Zealand degree in
Business. This will demand a much higher standard of English than is acceptable at Diploma level.

Dictionaries

Because you have a huge number of new words to learn, many with special meanings, you should use
dictionaries — either paper or electronic. However only unmarked paper dictionaries are allowed in
examination rooms. You must have your own dictionary and do not expect to share books during an
examination.

It is very sensible for you to create your own dictionaries or glossaries as well and keep them with your
subject notes.

Business & Computing Handbook v35 Nov 2009 © ICL 2009. All rights reserved 77



IELTS

This set of letters stands for the International English Language Testing System. It is approved by
Immigration NZ and is jointly managed by University of Cambridge ESOL Examinations, the British Council
and IDP Education Australia. Here is what this scores mean:

IELTS 1 No ability to use the language except for a few words

IELTS 2 Has great difficulty in understanding spoken and written English

IELTS 3 Frequent breakdown in communication occur

IELTS 4 Basic competence is limited, is not able to use complex Language

IELTS 5 Copes with overall meaning in most situations, but likely to make many mistakes.

IELTS 6 Has generally effective use of the language-can use and understand fairly complex
language

IELTS 7 Generally handles complex language well and understands detailed reasoning.

IELTS 8 Has fully operational command of the language and handles detailed complex
argumentation very well.

IELTS 9 Has fully operational command of the language: appropriate, fluent, accurate with
complete understanding.

We expect our students to move quickly to levels 6 and 7 while they are studying the Diploma and to
be able to move into level 7 when they advanceto D  egree level.

Library

Your lecturer or counsellor will explain how our lending library system works. All ICL Business students have
access to the joint ICL library. NCC students will have access to university online libraries. The catalogue is
on the ICL website, www.icl.ac.nz. Ask for support and assistance with finding information and completing
assignments.

Other libraries in Auckland can also be used, e.g. the Auckland Public Library. Outside libraries have
lending restrictions for international students, but it is sometimes possible to join a library by paying a
refundable deposit.

Management of ICL Business Programmes
ICL has many people to help you:

For any issue to do with you in the classroom or in any tests or examinations you need to contact
your lecturer, tutor or your own language counsellor.

For any issue to do with attendance, remarks, recounts, results transcripts you need to contact your
lecturer, your own language counsellor or the Director of Studies.

For anything to do with fees payments, insurances, travel or accommodation contact your own
language counsellor.

For any problems in learning and keeping up with the workload at the college you must make
contact with your lecturer, tutor or your own language counsellor.

For any personal problems about yourself, your family in your own country, your friends, difficulties
living in New Zealand and coping with any aspect of life please ask your own language counsellor
If you are not satisfied with the assistance you receive from any of these staff speak to the Director
of Studies.

If you still feel the need to go further, please contact the Principal

What students need to do:
Please inform us whenever you change your address, your phone number or e-mail address.

Fill in forms at the Front Desk if you need letters of any kind, for example about your attendance (for
Visa), or your results.
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Email

All students must have an email address. Email is the medium for correspondence at ICL and the principal
means for your lecturer to contact you. In the case of warning letters on attendance or other disciplinary
issues, not opening the emails is not a defence against disciplinary procedures.

Pre-enrolment

Towards the end of your course you will be invited to tell us what course you would like to do next. It is

very important to keep good communication with us so that we can satisfy your needs. Early registration will
guarantee you a place. If you do not pre-enrol, you may miss out on the subjects you need to study. This
could mean that you will have to study subjects you do not like or want to. Enrolments are made on a first-
come, first served basis.

Teaching Staff absences

Sometimes because of training, illness or a family problem your lecturer may not be able to take a class. If
this happens the college will get a relief teacher, reschedule the class to another time, or in some way
ensure that the coursework is covered.

NZQA Levels

You need to be aware that the NZQA describes each qualification by a number between 1 and 10. Here are
the levels:

lto4 Certificates

5and 6 Certificates and Diplomas

7 Graduate Diplomas and Bachelor Degrees

8 Post-Graduate Diplomas and Certificates, Bachelors with Honours
9 Masters Degrees

10 Doctorates

Records of Learning

NZQA keeps a record of your passes in the NZDipBus. You can apply for your results by filling in the
appropriate form (available from your counsellor or Director of Studies) and sending it to NZQA with a fee. La
Trobe and NCC will hold records for students enrolled on those programmes and will issue Statements of
Results (SORs) and Graduate certificates.

The role of the lecturer

The lecturers provide the information, knowledge and inspiration to enable you to learn effectively in
the subject area in which they are working with you. Their job is to help you achieve a pass in their
subject area by quality lectures and tutorials.

They work to the learning outcomes prescribed for their subjects.

They want you to understand the subject matter, not learn the various passages from textbook.
They are there to help you learn the specialized English words that are important in their subject.
They want you to learn how to think for yourselves.

They also work with you on a personal basis if required and if time is available.

They can NOT do your learning for you!

Study skills

There are different ideas about the best way to learn things. For some people it is most important to
learn things off by heart. Other people want to know and also understand. Then there are people
who want to know and understand, and they also want to be able to apply that knowledge in new
situations. Finally, there are people who want to apply knowledge in completely new ways. They
want to create new knowledge.

Most Western tertiary institutions aim to get their undergraduate students to show that they can do
the first three described above. In NZDipBus, we do this by using the NZQA Model of Assessment.
We include the following four aspects in our assessments. RCAP. This stands for: Recall,
Comprehension, Application and Problem Solving.
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We know that we learn more about things every day and that in a world of fast moving technology
we are always able to do things better, faster or more effectively. Because of this we ask students to
learn to understand the principles and theories on which each subject is based, not take the subject
matter as being held within the covers of a textbook. This requires students to ask questions of their
lecturer and of their textbook.

Therefore we do not want students to use and learn the contents of a particular textbook as if it was
the last word on the subject. Instead we provide each student with a Paper Outline. This document
tells you what the subject matter will be. For that subject matter we tell you what the Learning
Outcomes are i.e. what we expect you to know or be able to do at the end of the trimester. These
Learning Outcomes form the basis for all assignments and examinations for each subject. The
textbook becomes the reference point for a student to use to find out the principles and theories
behind the subject-behind the learning outcomes.

Business & Computing Handbook v35 Nov 2009 © ICL 2009. All rights reserved 30



General Information for Students

If you need help, we, at ICL are committed to providing guidance and support services to assist all our
students. Our staff will respect your right to privacy and confidentiality. If you have a problem, you may ask
your counsellor for help. Our student counsellors are skilled in the following areas:

Dealing with homestay problems

Providing guidance for personal and health problems

Making referrals to the appropriate outside agency if a problem cannot be solved
Providing you with a list of resident doctors and dentists fluent in your first language
Visa requirements, arrangements and issues

Arrangements for further study

After hours or during week-ends you can contact:

Principal Ewen Mackenzie-Bowie ewen@icl.ac.nz 021 780 731
Counsellor: Chinese  Janet Wang janet@icl.ac.nz 021 163 5333
Counsellor: Japanese Masako Doffman masako@icl.ac.nz

Counsellor: Korean Chulhyun Sung sung@icl.ac.nz 021 430 224

ICL wishes to create a safe and enjoyable environment for all students. If you have any matters of concern,
please discuss these with your counsellor, your teacher, the Director of Studies and the Principal.

Remember: A problem shared is a problem solved
When you arrive

If you have already completed an application to enrol, you will need to check this and sign to confirm the
information is still correct. If the information is incorrect or you have not already completed a form you will
need to do this on arrival.

On your first day ICL you will also be assessed to confirm your appropriate starting level and course. You
may need to complete a written test and then you may also be interviewed by the Director of Studies. Before
your interview it is a good idea to think clearly about the purpose of your study and what you want to achieve.

You will be taken on a tour of the School and meet other students and staff. If you cannot remember where
to go or someone’s name, please ask. The staff are here to help you and there will be people who speak
your language.

If you are new to New Zealand, your counsellors will familiarise you with living in Auckland. If you are staying
with a homestay family, they will also help you.

What ICL offers

1. ICL is committed to providing guidance and support services to assist all students enrolled.

2. ICL and our staff will respect the right of students to privacy and confidentiality.
If you have a problem, you may ask your counsellor for support and guidance in matters concerning
homestay, health and living in New Zealand

3. If you would like information regarding further study in N.Z please talk to a member of staff.

4, ICL wishes to create a safe and an enjoyable environment for all students. If you have any matters of
concern, you are encouraged to discuss these with your student supervisor & counsellor, your teacher,
the Director of Studies or the Principal.

5. ICL offers a free Internet facility. You have immediate access to the Internet whenever computers are
available and while the campus is open. Keep in touch with your family and friends.

6. Identity cards are issued on request for students who sign on for more than 12 weeks. These cards
allow some discounts at a number of Auckland shops, theatres and public transport.

7. There is a box at Reception where you can put papers with your ideas for improving things. Please

give us your bright ideas!

Please note that for Visa renewals students need to obtain an attendance letter. Do not leave this to the last
day. Allow at least 10 working days before the visa expiry to obtain this letter as there may be unforeseen
delays.
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Treaty of Waitangi and its implications

The Treaty is New Zealand’s founding document and is an agreement between Maori and the Crown i.e. the
government. This established New Zealand as a bicultural country between two peoples. Now, with more
recent migrants from all over the world New Zealand has a truly multicultural society.

To get the most out of your stay in New Zealand you should understand some of the implications of the
Treaty. People who honour the Treaty of Waitangi show respect for others and also understand the
important impact of Maori life that makes New Zealand different from any other country.

A copy of the Treaty is displayed at Reception.

Auckland City Libraries.

ICL students are encouraged to use this free service. There are 17 locations, including the Central City
Library, plus a roaming Mobile library. The Central City Library is located at 44-46 Lorne Street, Auckland
City, less than five minutes’ walk from our Queen Street campus..

The city library is opened during the following hours:

Monday to Friday: 9am to 8pm
Saturday: 10am to 4pm
Sunday: 10am to 4pm

Membership is free and is available to all international students.

Safety
Fire alarms and fire drills

When the fire alarm rings you must leave the building immediately by the stairs and go to the Assembly Point,
the car park east of the ICL Building, turning right as you leave the building. Leave immediately and do not
pack up or take anything with you. Your teachers and the fire wardens will direct you. The Queen Street
campus assembly point is Lorne Street, down the ramp on Level 2 behind the building.

This instruction applies at all times including dur ing classes and examinations.
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Nobody is allowed to return to the building until the Principal or Senior Lecturer gives permission. The
building will be secure and staff only will be permitted to enter first once the emergency or the drill is over.
Treat all alarms as a genuine emergency.

Harassment

New Zealand is a country where all people are well protected by the Human Rights Act of 1993. There is a
Human Rights Commission based in Auckland and you can easily access the website www.hrc.co.nz.

Racial and sexual harassment are expressly forbidden under the Act and support for people who feel they
are being harassed is freely available. Harassment can mean a number of things like

Following, accosting or stopping someone, or interfering with their property

Contacting a person by phone, correspondence or any other way.

Giving offensive material to someone.

Acting in a way that causes someone to fear for personal safety.
ICL has a clear responsibility to uphold this law and protect its staff and students. For any more information
talk to a counsellor at any time.

Insurance

Health / Medical Insurance is compulsory as part of your visa requirements. Please make contact with your
counsellor to arrange the best value insurance! Take the time to understand what this means to your
personal and financial safety while you live in New Zealand. Make sure that your Medical Insurance is
current. It is a good idea also to have personal insurance against theft of possessions, in case you are
robbed — and to have car insurance if you buy a car.

This is what the New Zealand government says about insurance and health matters:

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

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 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 http://www.acc.co.nz.

Complaints

Students have the right to complain about anything in the college. The procedure to follow is this:

Step 1: Talk to your lecturer/tutor. If you are not satisfied with your lecturer/tutor’s response:

Step 2: Talk to a student counsellor. If you are not satisfied with the counsellor’s response:

Step 3: Talk to the Director of Studies. If you are not satisfied with the Director of Studies’ response:
Step 4: Put your complaint on paper, and address it to the Principal, ICL, or send an email to

ewen@icl.ac.nz. You may use the student complaint form.

If you are still unhappy about the way your complaint has been handled by the College, write to the
International Education Appeal Authority (IEAA):
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The International Appeal Authority
c¢/- Ministry of Education

PO Box 1666

Wellington

Withdrawals and refunds Policy
Web-site for government: http://www.nzga.qovt.nz/ __ for-learners/rights/fees

We hope you will be very happy here and that no refunds will be needed. However, here are the terms and
conditions which you agree to when you sign our application form:

1. If you are enrolled in a course of five weeks or less and withdraw within two days after first date of the
course for which attendance of students at the establishment is required, you are entitled to a refund of
50%. If you withdraw two or more days after the same start date you are not entitled to a refund.

2. If you are enrolled for a course of more than five weeks, but less than 13 weeks, and withdraw within five
days after first date of the course for which attendance of students at the establishment is required, you
are entitled to a refund of 75%. If you withdraw five or more days after the same date you are not
entitled to a refund.

3. If you are enrolled for a course of study of 13 weeks or more, you may withdraw from it at any time within
seven days after the first date of the course for which attendance of students at the School is required,
and be entitled to a refund of all payments less NZ$500 or 10%, whichever is the smaller amount.

4. This policy also applies if you are unable to get a visa, or if you cancel your application before you arrive
in New Zealand. The School will consider applications for refunds in exceptional circumstances. Any
refund will be made at the discretion of the Principal.

5. If the school is for some reason, unable to offer your course, you are entitled to a full refund of all fees
paid. Inthe unlikely event that your course is cancelled after its commencement date, you will be
refunded all unused fees proportional to the number of weeks not delivered. Every attempt will be made
by the school to enrol you in another course suitable to your needs.

6. If you withdraw from homestay accommodation within the first 4 weeks without good cause, you will not
be entitled to any refund for those first 4 weeks.

7. If you wish to withdraw from homestay accommodation after the fourth week you must give two weeks’
notice or pay two weeks’ homestay fees in lieu of notice

Withdrawal and Refund Procedures

Any application for refund should be made in writing to the Principal, stating the reason for your refund
request.

School Rules

The School has rules for students and teachers. As a student you are expected to abide by the rules of the
School and behave at all times in a responsible way.
Failure to comply with these rules may result in your dismissal from the school:

1. Attendance Rules:

a. You must attend your scheduled classes every day and arrive on time for all sessions. You must
attend a minimum of 80% of the time.

b. If, because of illness or for another reason, you are unable to attend, you or your homestay
parent must contact the school as soon as possible to let us know. Phone 368-4343 and leave a
message.

c. If you are away sick for 3 days or more, a medical certificate may be required.

d. If you need to take leave from your studies, you may apply to the Director of Studies for leave,
stating your reason for leave. When leave is given by the Director of Studies, you may choose to
transfer your weeks of absence and add additional weeks to the end of your course

e. If you do not attend school regularly or are absent without good reason, you may face
disciplinary action and be withdrawn from the School. If disciplinary action is taken, your parents
will be informed if you are aged under 18 or if they are also receiving progress reports as
requested at enrolment.
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2. Behaviour Rules:

a. You must abide by the laws of New Zealand. You must familiarise yourself with the laws in
particular regarding the sale and consumption of alcohol and tobacco, and sale and use of drugs.
b. We expect students to respect ICL, your teachers and your fellow students and behave in a
responsible way at all times, and not to act in any way which might bring your self or ICL into
disrepute.
c. We expect you to interact appropriately with every person on this campus.
Violence or harassment of any person on or off campus is unacceptable. Some examples of
unacceptable behaviour and harassment are provided below.
You must not use foul, obscene or abusive language at ICL.
You are not allowed to bring any weapon to ICL.
You must not smoke on campus except in designated areas.
You are not allowed to have alcohol or illegal drugs while at ICL.

3. Administration Rules

a. You must provide ICL with your current address, e-mail address and contact phone number(s) in
Auckland.

b. If you change your address or your phone number, you must immediately advise ICL.

c. If you are studying in NZ on a student visa, ICL is required by Immigration New Zealand to keep
your contact details up-to-date while you are staying in New Zealand.

Accommodation
Homestay

ICL does its best to find a suitable homestay family for each of our students. Staying with a family can be a
good way to improve your English and learn to understand the local culture. This is especially important
when you first arrive in New Zealand. The cost is around $250 per week.

Students under 18

All students under 18 years old must stay with an ICL approved homestay.

Homestay means that you will get the following:

the chance to speak English every day
three meals a day: breakfast, lunch and dinner.
your washing will be done.
help to organise the following:
a weekly or monthly bus pass
opening of a bank account
obtaining a library card
getting to school and back for a few days — until you are settled
Homestay families will do their best to give you a ‘home from home’

You are expected to:

obey the “house rules” set by your homestay parents.

discuss these rules with your homestay family and be sure you understand them.

NOT smoke or drink alcohol unless permission is given.

Call your homestay family if you are going to be late home.

Be home by 7.30 pm on week nights unless your homestay family have agreed to other
arrangements

Sleep at home on week nights

NOT have visitors to sleep over during the week

Check with and get the agreement of your homestay parents if you want to ask your friends to sleep
over on a weekend.

NOT EVER have friends of the opposite sex sleeping in your room.

Be home by 10.00 pm at weekends if you do not have another prior agreement with your homestay.
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NOT sleep over at a friend’s place, until you have informed your homestay family of your
whereabouts and provided a phone number.

When leaving:
You should give two weeks’ notice, before leaving your host family.
If you need to leave your homestay family because of an emergency, you must contact your
counsellor or homestay co-ordinator immediately.
‘Flatting’
After a few weeks or months of homestay you may decide that you can manage on your own or you may
decide to share a flat or house with others. You should try and share with people who do NOT speak your
language so that you can practise English! Check the cost of rent, food and transport and make sure you can
afford to change your living arrangements!
Transport
Public Transport:
This is recommended. Buses, ferries and trains are available. There are special low priced fares for students.
You can arrive at classes at the right time. You do not need to compete for space on the motorways in your
car. You do not need to pay expensive parking fees!
Buying a car:
Many students decide to buy a car when they are in New Zealand. This makes transport more convenient,
but also more expensive! Your counsellors can tell you about buying a car, Licences, Warrants of Fitness
and Car Insurance. You need to know all these things before you buy a car. If you are planning to buy a car,
please talk to your student counsellor first.

Guidelines for driving in New Zealand  www.ltsa.govt.nz

The Road Rules:

All drivers must know the road rules, what the road signs mean and how to drive safely. Learning the road
rules is particularly important because of our unique ‘Give Way’ rule (you must give way to vehicles coming
from the opposite direction and turning right, when you are turning left). You can find out more about this rule
and others when you study the Road Code. You can get a copy of the Road Code from bookstores, driver
licensing agents or a public library.

Carry your licence with you when driving

In New Zealand you must carry your driver licence or permit at all times when you are driving. If your
overseas licence or permit is not in English, we suggest you carry an official translation with you (a
translation from an official source, e.g. a translation service or language centre). What happens if | don’t
apply for a New Zealand driver licence?

If you do not apply for a New Zealand driver licence within one year of arriving in this country you will be
considered an unlicensed driver. You could be charged by the Police if you are caught driving, and you may
not be able to get car insurance.

If you are unlicensed, are warned not to drive and you are then caught driving by the Police, the vehicle you
are driving will be seized at the roadside and impounded for 28 days.

If you are an unlicensed driver you should not be driving. You have not proved that you know and
understand New Zealand’s road rules and you are putting yourself and others at risk.

Finding out more
LTSA fact sheets on a variety of road safety topics are available on their website at www.ltsa.govt.nz.

For more information contact the Land Transport Safety Authority (freephone 0800
822 422) or visit the website (www.ltsa.govt.nz).
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Getting your NZ Driving Licence

If you wish to drive in New Zealand, we strongly recommend that you obtain a New Zealand Drivers Licence.
If you wish to obtain your driver’s licence while studying in New Zealand, or purchase a car please discuss
this matter with your counsellor.

Leisure

Weekend activities:  http://www.aucklandcity.govt.nz /whatson/default.asp

The website above gives information about ‘1001 things to do in Auckland’. This site gives information about
events, places to go, parks, beaches and walkways and arts in the city. It is updated daily and you can find
out about free entertainment, especially in the summer.

Guidelines for safety on New Zealand beaches

Going to the beach is an important and great social activity which many students will want to enjoy. You can
do many activities including swimming, fishing, and boating. If you are going to a new beach, look for signs
that may warn you of any dangers, check out what the local people are doing, ask for advice. Some beaches
have warning signs.

If you are swimming at a beach where there are surf patrols:
1. Look for the yellow and red flags.
2. Swim between the flags
3. Listen to advice from the lifeguards
4. Never swim alone
5. If in doubt stay out of the water.
6. Read and obey the safety signs
7. Learn to recognise rip currents
8. Always use safe equipment.
9. Never swim or surf when tired or cold
10. Consider other surf users.

If you are fishing from a beach or off rocks where there are warning signs, read them carefully. If you are
unsure seek advice from local fishermen who know the area. In some tidal areas like harbours and estuaries
it is important to watch that you do not get caught in a strongly moving tide.If you are fishing or shell fishing,
you need to check the rules on what size of fish you may take and how many fish or shellfish you may take.
Catch minimum sizes and limits are protected by law. Some beaches will have signs saying No fishing or No
collecting of shellfish. http://www.fish.govt.nz/recreational/rec_fishing rules.pdf
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Immigration and Residency Opportunities

The following changes took effect from 4 July 2005:

International students who have graduated from a course that would gain points under Skilled
Migrant Category will be eligible for a six-month open work permit.

The pool of students eligible to work part time while studying will be expanded to include Year 12
and 13 school students and some English language students, provided certain conditions are met.
Eligible students will be able to apply to work for up to 20 hours a week during term, instead of the
current 15 hours.

Anyone undertaking a course of 12 months or more will be able to apply to work full-time over the
summer holidays.

Partners of students studying in areas of absolute skill shortage and partners of all postgraduate
students will be able to apply for an open work permit valid for the duration of the student’s course of
study.

Expanded Work Opportunities for Students (and Some Partners)
Term-time work rights
Term-time work rights of 20 hours per week will be available to the following students:

all students enrolled in a full-time course of at least two years

all students enrolled in a course that would result in points under the Skilled Migrant Category
secondary students engaged in full-time, full-year course of study in Year 12 or Year 13 with written
permission from their school and parental consent

English language students with an IELTS overall band score of 5.0 or above at the time of
application for a visa or permit to study a full time course of at least six months duration.

Christmas holiday work rights

The right to work full-time in the Christmas holiday period will be available to any student enrolled in a course
of 12 months or more duration.

Partner’s work rights
Open work permits will be available to the partners of the following students:

students enrolled in courses of study towards qualifications in areas of absolute skill shortage as
specified in the Long Term Skill Shortage List
students enrolled in postgraduate qualifications i.e. levels 8, 9, or 10 on the qualifications table.

Facilitating the Pathway from Study to Work to Res  idence
New work permit for some graduates

Any student regardless of institution type who successfully completes a course in New Zealand
resulting in a qualification that would get points under the Skilled Migrant Category will be eligible to
apply for a six -month open work permit.

Once they have secured relevant employment they can then apply for either a post-study two-year
work or proceed directly to the Skilled Migrant Category.
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Hon Paul Swain - Ministerial Statement:

19/04/2005

Changes to international student policy

Enhancements to immigration policy will make it easier for international students to work and study in New
Zealand, Immigration Minister Paul Swain said today. Mr Swain said the changes, which come into force
from 4 July, will give more opportunities for international students to gain work permits after they have
completed their studies.

"The changes better align student immigration policy with government’s international education strategy as
well as making sure New Zealand remains competitive in the global market for students, many of who make
excellent candidates under the Skilled Migrant Category,” Mr Swain said.

The changes are:
International students who have graduated from a course that would gain points under Skilled
Migrant Category will be eligible for a six month open work permit.
The pool of students eligible to work part time while studying will be expanded to include Year 12 &
13 school students and some English language students, provided certain conditions, including
English language standards, are met.
Eligible students will be able to apply to work for up to 20 hours a week during term, instead of the
current 15 hours
Anyone undertaking a course of 12 months or more will be able to apply to work full-time over the
summer holidays
Partners of students studying in areas of absolute skill shortage and partners of all postgraduate
students will be able to apply for an open work permit valid for the duration of the student’s course of
study.

Mr Swain said he was determined the increased work opportunities for international students did not affect
New Zealanders wanting work.

“This government’s priority is making sure New Zealanders have jobs and that international students are not
displacing local workers. Student Job Search and the Ministry of Social Development have both confirmed
that currently there is no evidence of displacement, but we want to be sure that this remains the case,” Mr
Swain said.

“The Department of Labour will be continuously monitoring labour market indicators including the
unemployment rate. If the indicators suggest that there is a risk of displacement, or there is evidence of
abuse, these policies will be reviewed.” Education providers will be required to monitor international students'
performance and attendance records to prevent any potential abuse of the system. The changes are the
result of a review of immigration student policy carried out over the last year by the Department of Labour.
The department worked closely with other government agencies and Education New Zealand (ENZ), New
Zealand’s international education industry’s body.

Hon David Cunliffe

Ministerial Statement 24/10/07
www.beehive.govt.nz/Print/PrintDocument.aspx?DocumentlD=31066

Printed from_http://www.beehive.govt.nz

Policy changes to attract more international studen ts
International students will find it easier to work in New Zealand and remain here as permanent migrants, said
Immigration Minister David Cunliffe today.

From late November many international students will be able to stay in New Zealand for up to 12 months,
instead of six, on a job search permit while they look for skilled work.

“There is increasing competition for skilled graduates and we need to allow them enough time to find a job in
their area of expertise here in New Zealand, and not run the risk that they will go elsewhere,” said Mr Cunliffe.
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Current graduates on a six month permit will be given an extra six months.

“As well, architecture and accounting graduates, who need three years practical experience to achieve
professional registration, will be allowed to stay and work in New Zealand for three years without the need to
reapply for a work permit.”

Mr Cunliffe said the third change being made next month will give more flexibility to English language
students who want to work in New Zealand while they study.

Feedback from the export education sector has been positive and education providers believe these
changes will help to sell New Zealand as an education destination.

“It is important that we facilitate residence for qualified international graduates who have experience of living
here while they study. In many cases, these are precisely the type of skilled workers we need in New
Zealand,” said Mr Cunliffe.

“These changes set out an easier pathway for students to gain residence. | will also be releasing details next
month of the Skilled Migrant Category policy changes that | announced earlier this year.

“This will include a refined definition of skilled employment and some adjustments to the recognition of
qualifications at the lower-end of the quality scale. This will ensure that our skilled residence policies focus
on those migrants with an appropriate level of skill and expertise.”

“These latest changes will ensure that New Zealand can compete in a global marketplace for the skills and
talent we need for our economic transformation,” he said.

Changes to student migration policy

24" October 2007

Immigration Minister Hon David Cunliffe this morning announced changes to student immigration policy. The
major initiatives are:

Graduate Job Search Permit duration is to be extended from 6 months to 12 months;

Practical Experience Work Permit extended from two years to three years were relevant to the
requirements for registration with professional bodies; and

Changes to the requirements for work access for English language students.

The extension of the Graduate Job Search Permit is particularly welcome, and will improve the
attractiveness of New Zealand as a destination for international students.

The Practical Experience Work Permit will make New Zealand more attractive as a destination for
architecture and accounting students, as they can now stay on and work in New Zealand for three years to
qualify for membership of their professional body.

The specific details of the English language work access policy change were not detailed in the Ministerial
media release. However, during the Minister's Press Conference to announce the policy changes, the
Minister expanded to note that this related to the current DoL requirement that students have an IELTS 5.0
or above at the time of application for a student visa or permit in order to quality for access to employment in
New Zealand. This requirement is to be modified to allow English language students to meet the English
language requirement for work opportunities after the date of application for a student visa or permit. The
new policy will state that once their English language ability is at IELTS 5.0, they would be eligible for work
opportunities.
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Summary Code of Practice for the Pastoral Care of
International Students

Introduction

When students from other countries come to study in New Zealand, it is important that those students are
well informed, safe, and properly cared for. New Zealand educational providers have an important
responsibility for international students' welfare.

This pamphlet provides an overview of the "Code of Practice for the Pastoral Care of International Students”
(the Code), and provides a procedure that students can follow if they have concerns about their treatment by
a New Zealand educational provider or agent of a provider.

What is the Code?

The Code is a document that provides a framework for service delivery by educational providers and their
agents to international students. The Code sets out the minimum standards of advice and care that are
expected of educational providers with respect to international students. The Code applies to pastoral care
and provision of information only, and not to academic standards.

Who does the Code apply to?
The Code applies to all education providers in New Zealand with international students enrolled. The Code is
mandatory to these providers and must be signed by them.

What is an "international student"?
An "international student" is a foreign student studying in New Zealand.

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

How do | know if an education provider has signed t he Code?

The New Zealand Ministry of Education maintains a register of all signatories to the Code. This is available
online from www.minedu.govt.nz/goto/international. If the education provider that you are seeking to enrol
with is not a signatory to the Code, you will not be granted a permit from the New Zealand Immigration
Service and you will not be able to study at that institution.

What do | do if something goes wrong?

If you have concerns about your treatment by your education provider or by an agent of the provider, the first
thing you must do is contact the principal, the international student director, or another person who has been
identified to you as someone that you can approach about complaints at your institution. The Code requires
all institutions to have fair and equitable internal grievance procedures for students and you need to go
through these internal processes before you can take the complaint any further.

If your concerns are not resolved by the internal grievance procedures, you can contact the International
Education Appeal Authority (IEAA).

What is the International Education Appeal Authorit  y (IEAA)?

The IEAA is an independent body established to deal with complaints from international students about
pastoral care aspects of advice and services received from their education provider or the provider's agents.
The IEAA enforces the standards in the Code of Practice.

How can | contact the IEAA?
You can write to the IEAA at:

International Education Appeal Authority

C/- Ministry of Education Fax: (09) 374 5403

Private Bag 47-911 Phone: (09) 374 5481

Ponsonby Email: info.ieaa@minedu.govt.nz
Auckland

What will the IEAA do?

The purpose of the IEAA is to adjudicate on complaints from international students. The IEAA will investigate
complaints and determine if there has been a breach of the Code. The IEAA has the power to impose
sanctions on education providers who have committed a breach of the Code that is not a serious breach.
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These sanctions include an order for restitution, publication of the breach, and / or requiring that remedial
action be undertaken.

The IEAA will refer complaints that are not about pastoral care to another regulatory body if appropriate.

The education provider will be given a reasonable time to remedy the breach. If the breach is not remedied
within that time, the IEAA may refer the complaint to the Review Panel.

The IEAA can determine if it considers that a breach of the Code is a serious breach. If the breach is a
serious breach, the IEAA will refer the complaint to the Review Panel.

What can the Review Panel do?

The Review Panel can remove or suspend an education provider as a signatory to the Code, meaning that
the provider would be prevented from taking any more international students. Only the IEAA can refer
complaints to the Review Panel.

A summary of the Code of Practice for the Pastoral Care of International Students
The Code sets standards for education providers to ensure that:

high professional standards are maintained

the recruitment of international students is undertaken in an ethical and responsible manner
information supplied to international students is comprehensive, accurate, and up-to-date

students are provided with information prior to entering into any commitments

contractual dealings with international students are conducted in an ethical and responsible manner
the particular needs of international students are recognised

international students are in safe accommaodation

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

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

Complaints Procedure for NZQA

The New Zealand Qualifications Authority (NZQA) has a process for complaints about providers. People who
have a complaint about a NZQA registered provider are advised in the first instance, to raise the matter with
the provider's management. If the matter is not resolved satisfactorily, they may approach the Authority.
Complaints about providers are handled by Approvals, Accreditation and Audit (AAA). The

Complaints Kit for formal complaints about providers can be downloaded below or requested in hard
copy from AAA. The Complaints Kit explains when and how to lodge a formal complaint with AAA. For
further information about complaints contact:

The Complaints Officer

Approvals, Accreditation and Audit (AAA)
New Zealand Qualifications Authority

PO Box 160

Wellington

Alternatively:
email Provider complaints
phone 0800 QA HELP (0800 724357)
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ICL and the Code of Practice

During its last three NZQA audits ICL met all the requirements of the Code of Practice.
This is an unusual achievement, which has prompted letter of congratulations from the
Ministry of Education. The latest letter appears below:
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Assignment Cover Sheet

This sheet must be signed by the student and attach  ed to the assignment being
submitted.

COURSE NAME
COURSE NUMBER
STUDENT NAME:

FAMILY : Giv en: English:
ASSIGNMENT:

DUE DATE:

DATE AND TIME HANDED IN:

(to be date-stamped and
signed by Reception Staff)
| declare that:

I understand what plagiarism, copying and cheating are

| am aware of the penalties for plagiarism, copying and cheating as laid down by ICL.
(0 marks, and a record placed on my file)

this is an original assignment and is entirely my o wn work.

where | have made use of the ideas of others or oth  er writers, | have acknowledged the
sources.

this assignment has been prepared exclusively for t he course name and number
identified above and has not been or will notbe s ubmitted as assessed work in any
other course.

Please add anything else you wish your lecturer (or ICL) to know

STUDENT SIGNATURE:

DATE OF SIGNATURE
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