
 

 

Student Handbook v160719 This document is updated frequently and all printed versions should be 
considered void.  Please visit www.wellpark.co.nz for a valid version.                  Page 1 of 108  

 

 dddddddcccccdddd3333333333Wellpark College of Natural Therapies  

Student Handbook 
Dear Students, 

This is a long but important (& legally binding) contract between yourself and the college. Please read this document 
thoroughly before signing your Student Declaration. Please pay particular attention to the following sections: 

- Student Assistance  
- Assessments 
- Attendance  
- Your Enrolment and Fees 

We welcome you aboard to the start of your journey to becoming practitioners and wish for you that your time at 
Wellpark College is full of challenging growth and positive change while within our supportive learning environment, 
ultimately becoming professional, safe and generous practitioners in the natural health sector. We are always on hand 
to help so please do ask us if you need any assistance. If you have any queries regarding policies or anything in this 
Student Handbook, please contact me directly on adminmanager@wellpark.co.nz.  

Kind Regards, 

Prema Cottingham (Administration Manager) 

http://www.wellpark.co.nz/
mailto:adminmanager@wellpark.co.nz


 

 

Student Handbook v160719 This document is updated frequently and all printed versions should be 
considered void.  Please visit www.wellpark.co.nz for a valid version.                  Page 2 of 108  

 

 

Wellpark College of Natural Therapies  

V I S I O N  A N D  M I S S I O N 

MISSI ON 

¶ To develop and deliver educational programs for natural therapies; 

¶ To establish research into natural medicine; 

¶ To foster excellence in natural therapies education and practice; 

¶ To provide community education in natural therapies. 

VISI ON 

¶ Natural therapies will become a respected and integral part of the health care system; 

¶ All people may have access to natural health care; 

¶ Prevention rather than cure will be the prime motivation behind all healthcare; 

¶ Natural therapists play a respected and integral role in society. 

VALU ES 

¶ Aroha; love and caring for all; 

¶ Rangimarie; peacefulness in all our activities; 

¶ Mahi Tika; appropriate activity that respects others; 

¶ Pono; fostering the truth that we are all connected. 
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Principals Welcome 

Dear Students 

Nau Mai, Haere Mai ki Te Whare Wananga o Wellpark. Welcome to Wellpark College.   

The College is committed to excellence in natural therapies education, and the spirit of enquiry that we 
encourage and foster is one that allows for the creation of a unique and unfolding journey into the healing 
power of nature. 

The College is also committed to graduating practitioners who can make a difference in society. Natural 
medicine has a long and storied history, and is as ŀǇǇƭƛŎŀōƭŜ ǘƻ ǘƻŘŀȅΩǎ ƘŜŀƭǘƘ ŎŀǊŜ as it has been over the 
centuries. It is important that the graduate of the College is able to integrate their skills, knowledge and 
approach into the spectrum of the health service delivery, both in mainstream care and with the spectrum 
of complementary practitioners that exist in New Zealand.  Our commitment is to enable you to engage in 
that process through critical analysis that is applied in the theory of natural health care and clinical practice, 
where that theory is applied. 

Whilst you are here, my hope for you is that you become part of a community that is committed to health 
and happiness. This involves hard work, developing an acute understanding of the needs of patients and 
the needs of society as a whole, and an inspired approach to personal growth and understanding of how 
human beings interact with both the social and the physical environment. 

I would like to extend my best wishes for your studies and your future careers as natural therapists. 

Whakamanawa kia koutou ς many blessings 

  

Phillip Cottingham 
Principal 

 

 
 
 
 
 
 
 
 
 

http://www.wellpark.co.nz/
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IMPORTANT CONTR ACTU AL INFORM ATION  
 

YOUR ENROLMENT AND FEES  

P A R T  T I M E  EN R O LM E N T   

Wellpark College will give priority to students wishing to undergo a full-time programme of studies. If you 
wish to change your mode of study from full-time to part-time during the programme, you will first need to 
apply for a deferral (approval is not guaranteed) and re-enrolment for a place in your chosen programme of 
studies which will not necessarily be guaranteed.  

It is important to note that you cannot enroll in courses from the next year of study until you have 
completed all the courses from the previous year. This means that if you are studying part time in your first 
year you will continue to study part time until you complete all year one courses.  

 

W I T H D R A W A L  A N D  R E F U ND  O F  F E E S 

Withdrawing BEFORE the start of a programme 

If you wish to withdraw PRIOR to the start of your programme of study*, you must apply in writing to the 
Enrolment Advisor.  If we do not receive notification of your withdrawal in writing, you will still be 
considered to be enrolled at Wellpark College and liable for all fees incurred.   

Withdrawing AFTER the start of a programme 

If you wish to withdraw AFTER the start of your programme of study you must inform the college by filling 
in the Withdrawal Form and forwarding this to the Faculty Support at Wellpark College.  Forms are 
available from reception and on the Wellpark College website.  

a) If you withdraw within 8 calendar days for a domestic student or 10 working days for International 
students after the start of the programme in which you have enrolled, you are entitled to a full 
refund of tuition fees less a 10% administration fee or $500, whichever is less.  

b) If you withdraw after 8 calendar days for domestic students or 10 working days for international 
students from the start of the programme of study in which you have enrolled, no refunds can be 
made. Please note: this includes all courses enrolled in, including semester one and two courses. 

c) StudyLink and NZ immigration are notified of all withdrawals and abandonments.   

* Please note that a Programme of Study is defined as any course or courses that you enroll in at any 
one time, this includes semester one and two courses. 

Please note: If you have not formally withdrawn within 8 calendar days or in accordance with the 
above, you are liable for the cost of the course, even in the event of non-attendance. 

http://www.wellpark.co.nz/
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If you do not pay your invoice for course fees in full, the College may pursue any of the following 
options: 

¶ Delete your enrolment; 

¶ Refuse to re-enrol you; 

¶ Refuse to release your academic record; 

¶ Withhold any qualifications 

¶ Pursue payment through a collection agency.  

 

A B A N D O N M E N T  O F  CO U R S E   

In the event that a student has not attended classes for 4 or more consecutive weeks, and is unable to 
be contacted via telephone or email, the College will write to the student requesting an explanation.  If 
no communication is received from the student for a further 2 weeks from the date of the letter, the 
College reserves the right to forcibly withdraw the student from their programme of studies. 

PA Y M E N T  FO R CO M M U N I T Y CO U R S ES 

Where a student or member of the public enrols in a community course, the fees must be paid in full 
before the enrolment can be processed. No refunds will be made for community courses. 

C O U R S E  C A N C E L A T I O N S 

All courses at Wellpark College are run subject to numbers. If a course you are enrolled on is cancelled prior 
to the start date, you will be notified no later than 1 week before the start of the course. If the college has 
to cancel a course for whatever reason, you will be refunded the weeks of unused tuition. 

C O U R S E  T I M E T A B L E  C H AN G E S 

Please note that due to unforeseen circumstances, there may be occasions when we have to alter your 
timetable with regard to times, dates and tutor. We are always reluctant to do this and will avoid it where-
ever possible. However, in this event, you will still be required to attend classes at the new scheduled time 
and class attendance will be recorded.  Should you be unable to attend your class at the new scheduled 
time, please advise Faculty Support. 

D E F E R R A L S 

²ƘƛƭŜ ǿŜ ƘŀǾŜ ǎȅƳǇŀǘƘȅ ŦƻǊ ǎǘǳŘŜƴǘǎΩ ƭƛŦŜ ŎƛǊŎǳƳǎǘŀƴŎŜǎΣ ŘŜŦŜǊǊŀƭǎ ƻŦ ǎǘǳŘȅ ƘŀǾŜ ŀ ǎŜǊƛƻǳǎ ƛƳǇŀŎǘ ƻƴ the 
ability of the College to operate effectively and are detrimental to student success.  For this reason, 
deferrals will be accepted only in exceptional circumstances at the discretion of the college.  If you wish to 
apply to defer your study to a later date, you need to contact the Faculty Support within two weeks of your 
non-attendance of classes.  Deferral forms are ONLY available directly from the Faculty Support, and you 
will need to fill in one of these and attach the appropriate documentation.  A fee of $50 per course is 
applied and will need to be paid before your application can be processed. This fee is non-refundable 
regardless of the outcome of the application.  

http://www.wellpark.co.nz/
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You will then have a meeting with Faculty Support and your Programme Leader to discuss your deferral 
application, after which your request will be presented to the Education Sub-committee for consideration.  
You will be notified in writing if your application is approved or declined.  If your application is approved, 
you will have to re-enroll within 12 calendar months and abide by any new tuition fee levels or course and 
attendance requirements. A place on the course may not be possible within the 12 month period due to 
courses not running, insufficient numbers or a class being too full, in which case the Deferral will be voided 
and you may not be able to complete your qualification. Please consider carefully whether a learning 
contract may be a better alternative for you. As deferments are not recognized under Ministry of Education 
guidelines, they will be treated as withdrawals.   

NOTE: International students are not able to defer as this affects your eligibility to stay in the country. 

Any condition that was pre-existing at the time of enrolment and was not declared on the Enrolment 
Form will not be eligible for consideration for deferral.   

Deferrals will only be approved in exceptional circumstances at the discretion of the College.  Reasons that 
will be considered include issues such as: 

¶ A serious acute and/or chronic condition that is impacting upon your ability to study or attend 
classes. 

¶ Complications in your pregnancy certified by an obstetrician. 

¶ A death or terminal illness suffered by a dependent within your immediate family provided a 
5ƻŎǘƻǊΩǎ ƻǊ 5ŜŀǘƘ ŎŜǊǘƛŦƛŎŀǘŜ ƛǎ ǎǳǇǇƭƛŜŘΦ 

Please consider the following very carefully before applying for a deferral: 

¶ Fees cannot be transferred from one course to another. 

¶ Courses may not necessarily be run the year you wish to defer your studies to, and a deferral is 
ONLY valid for 12 calendar months. 

¶ Courses may be full, and deferral applications are dependent upon space ς you are not guaranteed 
a space meaning you may not be able to complete your qualification. 

¶ Course content often changes due to stakeholder feedback and governing body requirements. You 
may need to retake some papers at your own cost to ensure your qualification is relevant. 

¶ There will only be one deferral granted and no extensions on deferrals or second deferment are 
available for any one course. 

¶ You will need to apply to re-enrol for the following year, the College will not remind you.  

¶ You will be required to attend a re-entry interview with your Programme Leader and will be asked 
to provide evidence that the reason for deferral will no longer affect you studies. 

¶ Re-admittance to the course is not a given.  

 

 

 

 

http://www.wellpark.co.nz/
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R E-E N R O L M E N T S 

Students must apply for enrolment into the next year of study. This is done online through the college 
website. All applications are subject to approval by the Programme Leader and are dependent on grades 
and attendance. If you do not attend Wellpark College for more than two semesters, you will need to prove 
your current competency within your programme of study before your re-enrolment can be accepted. This 
may require you to pass a challenge test and/or to undertake further study, including re-taking courses 
previously passed in order to bring your knowledge and skills back up to the level required. Charges will be 
made in accordance with those stipulated on the Recognition of Current Competency Form available at 
Reception. Any queries regarding re-enrolments please email enrolmentadvisor@wellpark.co.nz 

C H A N G E  I N  P R O G RA M M E 

Students wishing to change their programme of study midway through a qualification must apply in writing 
to Faculty Support to re-enroll in the new programme of study. Faculty support will discuss this with the 
Programme Leader and Education Sub-committee. You will need to go through an interview process with 
the Programme Leader before being accepted.  Transfer of fees is NOT possible.  Acceptance onto a new 
programme of study is not automatically granted to current students and prior completion of a programme 
may be a factor when considering your application. 

 

F E E  P R O T E C T I O N 

Wellpark College has an arrangement in place with the Public Trust for the protection of student fees. This 
will cover you for the length of your programme and it ensures that you will receive a refund of fees for 
your unused period of study if the college is unable to continue to offer your programme.  You should refer 
any questions you have relating to the protection of fees to Accounts.  This applies to both domestic and 
international students. 

 

C H A N G E  O F  A D D R E S S ,  TY P E  O F  ACC O M M O D A T I O N   
A N D  O T H E R  C O N T A C T  DE T A I L S 

You are required to advise the College if you change your address, type of accommodation or other contact 
details, such as landline or mobile phone number. To do so, please contact reception who will update your 
records on the Student Management System.  

 

F I R S T  A I D  C E R T I F I C A TE 

Prior to enrolling onto any Wellpark College programme, students are required to complete a recognized 
Workplace First Aid Certificate (incorporating NZQA Unit Standards 26551 & 26552).  Please note: the 
NZQA Unit Standards concerning First Aid qualification have recently changed, so if you hold a current First 
Aid Certificate, you can check with the Enrolment Advisor that the Unit Standards covered are equivalent to 

http://www.wellpark.co.nz/
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the present day requirements. Students will need to ensure that these first aid certificates are still valid at 
the time of the clinical component of their programme. 

For clarification on which courses constitute clinical classes, please also check with the Enrolment Advisor.  
Please note: First Aid courses usually cost between $150 and $250, depending on the provider with which 
you choose to enroll.  Your First Aid Certificate must be current in order to graduate and to participate in 
courses with a clinical component.  

A copy of your NZQA approved First Aid certificate must be given to Enrolment Advisor to be stored on your 
Student File.  

 

G R A D U A T I O N 

Qualification documentation is not automatically awarded on completion of your programme.  You are 
required to apply formally to graduate.  Application to Graduate Forms are available from reception and 
on the Wellpark College website, and should be handed back or emailed to reception.  The graduation 
event is free of charge to Wellpark College students; however guests are charged a nominal fee including 
childrenΦ  5ŜƎǊŜŜ ƎǊŀŘǳŀƴŘǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ ǿŜŀǊ ŀŎŀŘŜƳƛŎ ǊŜƎŀƭƛŀΣ ǘƘŜ Ŏƻǎǘ ƻŦ ǿƘƛŎƘ ƛǎ ǘƘŜ ƎǊŀŘǳŀƴŘΩǎ 
responsibility. The college will advise where academic regalia can be hired from. Please note that only 
Bachelor students are required to wear a hood and cap. Certificate and Diploma students may choose to 
wear a gown to graduate if they wish, however, this is not usually done.  

The final date for graduation applications is 6 weeks prior to the date of the Graduation Day.  Unfortunately, 
exceptions to this cannot be made as certificates need to be ordered.   If you do not wish to attend 
graduation you may arrange to pick up your qualification certification from reception.    

If you have a query regarding your eligibility to graduate, please email reception at 
reception@wellpark.co.nz. Please note that you will not be eligible to graduate if you have not provided a 
valid current first aid certificate to the college or if you have outstanding assessments or fees. 

*Please note that only one graduation event is held each year generally during the month of April. If you 
are enrolled in a July intake then you will attend your graduation event the following year but can request a 
certificate for employment purposes before then. 

You will find a lot of useful information on the New Zealand Immigration website and Faculty Support is 
always available to help you adjust to your new life in New Zealand. 

 

The policies, regulations, procedures and fees in this publication are subject to change without prior notice.  
The College reserves the right to amend the content of its policies, procedures, regulations, and fees as 
stated in this publication without prior notice.  

 

http://www.wellpark.co.nz/
mailto:reception@wellpark.co.nz
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International Students 

²9[[t!wY /h[[9D9Ω{ /O M M I T M E N T  T O  I N T E R N AT I O N A L  ST U D E N T S 

Wellpark College has agreed to observe and be bound by the Code of Practice for the Pastoral Care of 
International Students published by the Ministry of Education. You can view copies of the code on request 
from Wellpark College or from the New Zealand Ministry of Education website at 
http://www.education.govt.nz/ministry-of-education/legislation/regulations-to-support-international-
students/ .  There is a copy of the summary of the code in your Orientation Package and on the Student 
Notice Board. 

M E D I C A L  AN D  T R A V E L  IN S U R A N C E 

International students must have appropriate and current medical and travel insurance while studying in 
New Zealand.  Before being accepted on to Wellpark College programmes, you must have insurance that 
will cover the cost of medical treatment in New Zealand while you are studying.  You are also strongly 
recommended to take out insurance to cover your travel to and from New Zealand.  

A C C I D E N T  IN S U R A N C E 

The Accident Compensation Corporation provides accident insurance for all New Zealand citizens, residents 
and temporary visitors to New Zealand.  Treatment for accidents will be covered but not for loss of income.  
However, you may still be liable for all other medical and related costs.  You can get further information on 
the ACC website at www.acc.co.nz. 

A T T E N D A N C E  A N D  PR O G R E S S 

International students are expected to maintain 100% attendance throughout the course as per 
Immigration NZ guidelines, and attendance will be monitored closely. 

E LI G I B I L I T Y  F O R HE A L T H  SE R V I C E S 

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.  You can 
get further details on entitlements to publicly funded health services through the Ministry of Health on 
their website at www.acc.co.nz. 

I M M I G R A T I O N 

You can get full details of visa and permit requirements, advice on rights to employment in New Zealand 
while studying, and reporting requirements from the New Zealand Immigration Service website at 
http://www.immigration.govt.nz. 
In instances where a student is not granted a Student Visa before the start date of a programme, that 
student will receive a full refund of fees and will not be permitted to start the programme. 

B R E A C H E S  O F  C O D E 

http://www.wellpark.co.nz/
http://www.education.govt.nz/ministry-of-education/legislation/regulations-to-support-international-students/
http://www.education.govt.nz/ministry-of-education/legislation/regulations-to-support-international-students/
http://www.acc.co.nz/
http://www.acc.co.nz/
http://www.immigration.govt.nz/
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If you have a complaint about Wellpark College breaching the Education (Pastoral Care of International 
Students) Code of Practice 2016, follow ²ŜƭƭǇŀǊƪΩǎ ŦƻǊƳŀƭ ŎƻƳǇƭŀƛƴǘ ǇǊƻŎŜǎǎ ŦƛǊǎǘΣ ǎŜŜ ǎŜŎǘƛƻƴ ǳƴŘŜǊ ŘŜŀƭƛƴƎ 
with concerns. 

If this does not resolve your complaint, you can contact the New Zealand Qualifications Authority (NZQA) 
by phone on 0800 697 296 or email qadrisk@nzqa.govt.nz. Or, if it is a financial or contractual dispute, you 
can contact iStudent Complaints by phone on 0800 00 66 75. More information is available on the iStudent 
Complaints website: http://www.istudent.org.nz/istudent-complaints. 

 

  

http://www.wellpark.co.nz/
mailto:qadrisk@nzqa.govt.nz
http://www.istudent.org.nz/
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2017 Calendar Dates 

Semester One 

Auckland Anniversary 30 January 

Waitangi Day 6 February  

Student Orientation Day 13 February, 10am - 12:30pm 

Wellpark Study Skills 14 February, 9:30am - 4:30pm 

Term One 20 February to 23 April 

Good Friday 14 April 

Easter Monday 17 April 

Closing Date For Graduation Applications TBA 

Anzac Day 25 April 

Graduation Day TBA 

Term Two 8 May ς 9 July 

vǳŜŜƴΩǎ .ƛǊǘƘŘŀȅ 5 June 

 

Semester Two 

Student Orientation Day 17 July, 10am - 12:30pm 

Wellpark Study Skills 18 July, 9:30am - 4:30pm 

Term Three 24 July to 24 September 

Term Four 9 October to 11 December 

Labour Day 23 October 

 
 
  

http://www.wellpark.co.nz/
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Contact Details 

W E L L P A R K  C O L L E G E  G R EY  L Y N N CA M P U S 

Phone number 09 360-0560 

Fax number 09 376-4307 

Street address 6 Francis Street, Grey Lynn, Auckland 

E-mail address info@wellpark.co.nz 

Website address www.wellpark.co.nz 

Postal address PO Box 78229, Grey Lynn, Auckland, 1245 

                              

WE L L P A R K CO L L E G E K A W A I PU R A P U R A CA M P U S  

Street address 14 Mills Lane, Albany Heights, Auckland, 0632 (opposite Mitre 10 
Mega Store) 

                      

A C A D E M I C  TE A M 

 Name Email Address Phone 
Ext 

Academic Leader Jill Dunn academicleader@wellpark.co.n
z 

712 

Research Manager Phillip 
Cottingham 

principal1@wellpark.co.nz  

Body Therapies Programme 
Leader (Yoga & Massage) 

Sue Adstrum bodytherapies@wellpark.co.nz 726 

Naturopathy Programme Leader Julie Andrews naturopathy@wellpark.co.nz 728 

Nutrition Programme Leader Sarah 
Brenchley 
 

nutrition@wellpark.co.nz  
 

709 

Education Advisor (Mixed-Mode) Felicity Molloy educationadvisor@wellpark.co.
nz   

 

Clinical Programme Leader Lynda Bailey TBC  

http://www.wellpark.co.nz/
mailto:info@wellpark.co.nz
http://www.wellpark.co.nz/
mailto:academicleader@wellpark.co.nz
mailto:academicleader@wellpark.co.nz
mailto:bodytherapies@wellpark.co.nz
mailto:naturopathy@wellpark.co.nz
mailto:nutrition@wellpark.co.nz
mailto:educationadvisor@wellpark.co.nz
mailto:educationadvisor@wellpark.co.nz
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Academic Admin Amber Ding academicadmin@wellpark.co.n
z 

731 

Librarian Helen 
Kerrigan 

library@wellpark.co.nz 731 

Tutors As per Moodle 
for each 
programme 

Firstname.Lastname@wellpark.
co.nz 

 

 

A D M I N I S T R A T I O N  TE A M 

 Name Email Address Phone Ext 

Reception Charlotte Scanlan reception@wellpark.co.nz 0 

Enrolment Advisor Rina Poewerdi  enrolmentadvisor@wellpark.co.nz  723 

Accounts Manager Vinay Shah accounts1@wellpark.co.nz  722 

Accounts Support Serel Shah accounts2@wellpark.co.nz  734 

Events Coordinator Nikki Morgan events@wellpark.co.nz 720 

Faculty Support Sharon Stevens facultysupport@wellpark.co.nz 727 

Management PA Bethany Strom managementpa@wellpark.co.nz 720 

M A N A G E M E N T  T E A M 

Principal Phillip Cottingham principal1@wellpark.co.nz 733 

Administration 
Manager 

Prema Cottingham adminmanager@wellpark.co.nz 728 

Academic Leader Jill Dunn academicleader@wellpark.co.nz 712 

Accounts Manager Vinay Shah accounts1@wellpark.co.nz 722 

Assistant Principal Savitri Cottingham  
 

 
  

http://www.wellpark.co.nz/
mailto:academicadmin@wellpark.co.nz
mailto:academicadmin@wellpark.co.nz
mailto:library@wellpark.co.nz
mailto:Firstname.Lastname@wellpark.co.nz
mailto:Firstname.Lastname@wellpark.co.nz
mailto:reception@wellpark.co.nz
mailto:enrolmentadvisor@wellpark.co.nz
mailto:accounts1@wellpark.co.nz
mailto:accounts2@wellpark.co.nz
mailto:events@wellpark.co.nz
mailto:managementpa@wellpark.co.nz
mailto:principal1@wellpark.co.nz
mailto:adminmanager@wellpark.co.nz
mailto:accounts1@wellpark.co.nz
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Communication Between the College & Students  

The College mainly communicates with students via email. It is therefore vital that you open and read all 
emails from Wellpark College, or you may miss important information. Please notify the college 
immediately should you have a change to any contact details.  

The college tracks attendance & assessment submissions with the sole purpose of helping you to achieve 
your study & career goals. This tracking is completed by Faculty Support and you will be contacted directly 
by this person should attendance become an issue or an assessment due date is missed.   

The college also directly contacts the following student groups once a month; International Students, 
students who are under 25; and Maori/Pacifika students. Students who are studying under the Mixed 
Mode Delivery will be contacted weekly. The purpose of this contact is to ensure everything is going 
smoothly for you and to offer assistance. This is by no means the only contact we wish to have with these 
groups or any other students ς we are only a phone call or email away so please keep talking to us so that 
we can assist you.  

Tutors and your Programme Leaders are likely to contact you via Moodle Forum Messages. These will be 
important course related messages & you should read them carefully. If you should need to contact anyone 
at the college, please see the contact list in this document.  

Student Assistance 

Please refer to the following reference list if you need to see a particular member of staff about something.  

R E C E P T I O N  DE A LS WI T H : 

Á Your first port of call ς they will direct you to appropriate assistance 

Á Contact if you are not able to attend a class on the day (please note that all absence from the 
college is recorded with or without a valid reason and supporting evidence ς this is an NZQA 
regulation rather than a College one). 

Á Assignment coversheets and receipt of assignments for some assessments  

Á All forms 

Á Purchase of items from the bookshop 

Á Payment of tuition fees or other fees 

Á To book an appointment with a member of staff (reception will phone the person directly) 

Á Messages to staff  

Á Booking Lockers 

Á Student ID cards/name badges for clinical sessions 

Á Lost property 

Á Top-up photocopying account 

Á Graduation enquires 

http://www.wellpark.co.nz/


 

 

Student Handbook v160719 This document is updated frequently and all printed versions should be 
considered void.  Please visit www.wellpark.co.nz for a valid version.                  Page 19 of 108  

 

Á Sending out enrolment documentation including timetables, books and materials lists, invoices, 
acceptance letters and public trust forms. 

Note: Reception services are available Monday ς Friday 9:00am ς 5:30pm 

E N R O L M E N T  AD V I S O R D E A L S  WI T H : 

Á General course enquiries 

Á Enrolments 

F A C U L T Y S U P P O R T D E A L S  WI T H : 

* Contact your Faculty Support person as soon as you have a personal issue/situation which might impact 
your learning/progress. If you contact us early we can provide assistance. Your Faculty Support person will 
communicate directly with the Programme Leader to ensure you receive the assistance you need to 
succeed.  

Á Tracking assessment submissions and dealing with requests for assessment 
extensions/resubmissions 

Á Processing examination resits 

Á Generating Academic Transcripts annually  

Á Attendance tracking 

Á Pastoral Care: 

o International students 

o Contacting students of concern 

o YŜŜǇƛƴƎ tǊƻƎǊŀƳƳŜ [ŜŀŘŜǊǎ ǳǇŘŀǘŜŘ ƻŦ ǎǘǳŘŜƴǘǎΩ ǇǊƻƎǊŜǎǎ ŀƴŘκƻǊ ƛǎǎǳŜǎ 

Á Withdrawals 

Á Initial enquiries about Deferral applications (which can only be approved by the Education Sub-
Committee in extreme circumstances)  

 

T U T O R S  D E A L  WI T H : 

Á Requirements for the course, including assessment requirements 

Á Content assistance 

Á Course Outline  

Á ¢ƻ ŜƳŀƛƭ ŀ ǘǳǘƻǊ ŘƛǊŜŎǘƭȅΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǇŜǊǎƻƴΩǎ ƴŀme on Moodle or email 
firstname.lastname@wellpark.co.nz 

 

 

 

http://www.wellpark.co.nz/
mailto:firstname.lastname@wellpark.co.nz


 

 

Student Handbook v160719 This document is updated frequently and all printed versions should be 
considered void.  Please visit www.wellpark.co.nz for a valid version.                  Page 20 of 108  

 

P R O G R A M M E  L E A D E R S D E A L  WI T H : 

Á Enrolment approvals and RPLS 

Á Classroom issues 

Á Academic progress and achievement including learning contracts 

Á Programme/Content issues 

A C A D E M I C  L E A D E R D E A LS  WI T H : 

Á Teaching issues 

Á Curriculum issues 

Á Consequences of plagiarism  

Á Qualification development  

 
 

P R I N C I P A L  D E A L S  W I T H:  

Á Formal complaints 

 

R E S E A R C H  M A N A G E R  D E AL S  W I T H:  

Á Wellpark College Research outputs 

Á Research Day, Journal Club, Northern A Ethics Committee Field Trip (degree year 3)  

 

L I B R A R I A N &  L I B RA R Y  A S S I S T A N T  DE A L S WI T H : 

Á Issuing books and photocopying 

Á IT helpdesk, including Moodle and Turnitin 

Á Academic and study skills support  

Á Referencing and database searching assistance 

 
Note: Academic Clinics are available on set days, please see the Student Notice Board (at the college or 
on Moodle) or ask at Reception.  
 
The library is open Monday-Friday 9am to 5pm. 

 

 

http://www.wellpark.co.nz/
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O F F I C E M A N A G E R  D E A L S  WI T H : 

Á Health & Safety & building issues  

Á Timetabling 

Á College issues  

Á Human Resources 

Á Single Data return  

A C C O U N T S  D E A L  WI T H : 

Á Payment of fees 

Á Studylink queries 

 

W E L L P A R K  CO L L E G E  L E A R N I N G  AS S I ST A N C E &  RE S O U R C E S 

One of Wellpark College aims is for practitioner-based education to be advanced through increased skills in 
critical thinking, academic writing and information literacy.  As part of your induction, the College provides 
academic learning and study skills workshops as well as ongoing weekly support.   
 
During orientation week two learning workshops are run: 

¶ PD101 Study Skills  

¶ PD103 Essential Academic Skills. These workshops are designed to make your learning more 
successful. By not completing these workshops, you may be disadvantaged and unprepared for the 
depth of learning required in your program.  

  
As well as content assistance from your Tutors the College provides ongoing academic writing assistance 
during term times with half hour Academic Clinics twice a week. Please see the Student Notice Board for 
times/location or ask at Reception. Online Students can Skype into these sessions by emailing the Librarian 
directly on library@wellpark.co.nz  

 

HELP WITH REFERENCING  

There is a section on Moodle called Writing and Referencing Clinic. This resource is set up to help you: 

¶ Correctly reference sources 

¶ Reference examples that are specific to natural therapies products 
and tools. 

¶ Find online tools for developing referencing lists. 

 

http://www.wellpark.co.nz/
mailto:library@wellpark.co.nz
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LEARNING DISABILITIES 
 

Students who have a formally evidenced learning disability and have cited this on their enrolment form, or  
who are identified by their Tutor or tǊƻƎǊŀƳƳŜ [ŜŀŘŜǊ ŀǎ ŀƴ Ψŀǘ Ǌƛǎƪ ǎǘǳŘŜƴǘΩΣ Ƴŀȅ ǊŜŎŜƛǾŜ ŀŘŘƛǘƛƻƴŀƭ  
support.  

ONE-ON-ONE ADDITIONAL SUPPORT 

 
The College does not charge any mandatory fees for assistance however, students wishing to obtain one- 
On-one additional academic support outside of what is already provided at the college may book and pay  
for a session with an external Academic Support Contractor (the Librarian has contact details). Whilst  
Wellpark College may offer guidelines to these contractors and Wellpark College accepts no responsibility  
for the provision.  

 
Students who require additional content specific tuition outside of assistance given by tutors before, during  
and after classes may wish to put a notice on the Student Notice Board to obtain tuition from a current  
Wellpark College student (fees negotiable between the two parties).  
NOTE: Wellpark College Tutors are not permitted to engage in private tuition with students.     

 
C O U N S E L L I N G  F O R S T U D E N T S 

Counselling support is available to Wellpark College Students.  The service is free and is staffed by recent 
graduates in psychotherapy and counselling drawn from the NZ Institute of Psychosynthesis.  Please see the 
Student Notice Board for counsellor contact details or ask Reception. Once you have contacted a councilor 
you can arrange to see the councilor at the Prema Clinic (if rooms are available) or alternatively at the 
councilors own clinic.  

NOTE:  

¶ Wellpark College accepts no responsible for the provision of counselling 

¶ Counsellors may not necessarily be available in all parts of the country  

 

Dealing with Concerns 

 
Wellpark College wants only the best for all of its stakeholders (i.e. students, staff, industry, advisory 
groups) and will do its utmost to support achievement and satisfactory outcomes for all parties.  
 
The following systems are in place for expressing concerns: 

Á Suggestions box located in hallway or distance students may choose to email 
academicleader@wellpark.co.nz  

http://www.wellpark.co.nz/
mailto:academicleader@wellpark.co.nz
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Á Regular stakeholder surveys, i.e. Student Evaluation Forms & Initial Surveys. 

Á Emailing the Programme Leaders. 

Á Emailing the Academic Leader or Office Manager. 

Á Formal Complaints Form located in reception and on Wellpark College website. 

Á Student Assessment Appeal Form located in all classrooms, reception, and on the website. 

Please see the Concerns and Complaints Policy on the College website for full details and to access 
associated forms. http://wellpark.co.nz/concerns-complaints/  
 
All formal complaints are considered by the Management Team. The College reserves the right to decide 
the final outcomes/solutions.   Complaints will only be considered for up to six months after the 
occurrence. 

Any assessment appeal must be made within two weeks of receiving marked work and the result, using the 
correct form and process.  The College may refer the matter to a qualified and external assessor for 
adjudication. 

Student Facilities 

W E L L P A R K  C O L L E G E  B O OK S H OP 

The Bookshop located in the reception area has only selected required texts for classes.  Please see your 
Required Textbook List for places to source your required texts from. A variety of interesting books on 
natural therapies, healing, health, plants, meditation, Ayurvedic medicine, yoga and spirituality are also 
available from the Grey Lynn campus. The College Bookshop has a no refund policy, so please choose 
carefully. Distance students are welcome to phone reception to discuss books available from the bookshop. 

 

P R E M A  C L I N I C  F O R  S T UD E N T-T O-ST U D E N T  CO N S U L T A T I O N S 

Please see reception if you would like to book an appointment for a clinical session for any of the 
modalities offered. Nominal fees are charged.  

 

O N-C A M P U S  S T U D E N T  K I T C HE N 

The kitchen facility provides space for you to heat meals and make hot drinks. It is not set up for you to 
cook meals.  There is a water filter and a refrigerator for your use. Plates, cups and cutlery, as well as tea, 
milk or coffee, are not provided, but you may bring your own and store these in the cupboards. 

Please ensure that you: 

Á Clean and put away dishes and cutlery after use 

http://www.wellpark.co.nz/
http://wellpark.co.nz/concerns-complaints/
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Á Place recyclable items in the recycling containers 

Á Ensure gas hobs are turned off after use 

 

 

C O M M O N  R O O M  A N D  H E R B G A R D E N 

At the Grey Lynn campus the Common Room is next to the Student Kitchen at the rear entrance to the 
College. At the North Shore campus the kitchen is off the main reception area. 

The Herb Garden provides a restful setting with plenty of outdoor furniture.  You can eat a meal, meet 
other students, hold study groups or just relax.  The garden contains many examples of medicinal and 
native herbs. We ask that you be mindful of noise levels for neighboring properties and classes being 
conducted close by.   

 

A C C O M M O D A T I O N  A N D  EM P L O Y M E N T 

The Grey Lynn campus does not offer an accommodation service to students.  However there is always a 
range of accommodation notices posted on the Student Notice Board for rooms or houses to rent in the 
Grey Lynn area. The North Shore campus offers accommodation at very reasonable rates; please see 
reception. 

Employment opportunities are also posted on the Student Notice Board and on the college Facebook 
Alumni page.  

 

 

 

 

 

 

 

 

 

A D D I T I O N A L  E X T E R N A L S E R V I C E S 

http://www.wellpark.co.nz/


 

 

Student Handbook v160719 This document is updated frequently and all printed versions should be 
considered void.  Please visit www.wellpark.co.nz for a valid version.                  Page 25 of 108  

 

 
 

Crisis 
Victim Support      0800 842 846 
Child Youth and Family Service    0508 326 459 
Domestic Violence Helpline    0508 384 357 
Citizens Advice Bureau     0800 367 222 
Kidsline       0800 543 754 
Pregnancy Help      0800 773 462 
Problem Gambling Foundation    0800 664 262 
Gambling Helpline      0800 654 655 
Tough Love      0800 868 445 
 
Finance 
Budgeting Service      0508 283 438 
 
Health 
Community Mental Health Centre:    0800 800 717 
Alcoholics Anonymous     0800 229 6757 
Healthline:       0800 611 116 
Quitline (smoking):      0800 778 778 
 
 
Youth 
²ƘŀǘΩǎ ¦Ǉ IŜƭǇ [ƛƴŜ     0800 942 8787 
Youth line       0800 376 633 
www.youthline.co.nz     
 www.nzdf.org.nz   
 www.adanz.org.nz    
 www.fade.org.nz 

 

http://www.wellpark.co.nz/
http://www.youthline.co.nz/
http://www.nzdf.org.nz/
http://www.adanz.org.nz/
http://www.fade.org.nz/
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F U R T H E R  S U P P O R T  A G E NC I E S 

 

Agency/Organisation 
(Ethnic) 

CONTACT 

The Office of Ethnic Affairs 
Language Line 
 

www.ethnicaffairs.govt.nz or Email: interpret@dia.govt.nz  
For information about a free telephone interpreting service 
providing help to talk to the following government agencies: 
Accident Compensation Corp; Dept of Internal Affairs; NZ 
Immigration services; Housing NZ Corp; Work & Income; NZ Police.  
35 languages offered.   

The Office of Ethnic Affairs 
Department of Internal Affairs 

L4, 450 Queen Street, Auckland or PO Box 2220, Auckland 
Ph: 362 7919 or Fax: 377 3467 or  
Email: ethnic.affairs@dia.govt.nz  

The Office of Ethnic Affairs -  
Community Advisors in Auckland 

Jennifer Janif ς Ph: 357 6168 or Mob: 025 271 3407 
Email: jenny.janif@dia.govt.nz  
Fezzeela Raza ς Ph: 362 7968 or Mob: 025 802 563 
Email: fezeela.raza@dia.govt.nz 
Wong Liu Shueng ς Ph: 362 7993 or Mob: 025 283 0264 
Email: wongls@dia.govt.nz  

New Zealand Culture Guidebook www.nz.com/guide/culture For information and links to other sites 
on Ethnic and Cultural communities within NZ, Language, History, 
Cultural ties, Museums, Literature and Music. 

Ministry Pacific Island Affairs www.minpac.govt.nz  

www.cyberlink.com Cross Cultural Communication, Vital Manners and Business Etiquette 
for different cultures. 

www.accessnz.co.nz  For information on cultural New Zealand 

Agency/Organisation 
(Health) 

CONTACT 

Family Planning Association  
FPA provides sexual and 
reproductive health information 
and clinical services. 
 
FPA Helpline: 

5 Short Street, Newmarket, Auckland.  Ph: 5220120 or visit 
www.fpanz.org.nz Or Email: resources@fpanz.org.nz  
Services include; Contraception ς your choice, Sexually Transmitted 
Infections checks and pregnancy help. Translators are available for 
clinic visits on request. 
0800 611 116 

Auckland District Health Board www.adhb.govt.nz - this website provides links to other sites within 
the Auckland District Health Board. 

NZ District Health Boards http://www.health.govt.nz/new-zealand-health-system/key-health-
sector-organisations-and-people/district-health-boards/district-
health-board-websites - this website will list all District Health 
Boards within New Zealand. 

http://www.wellpark.co.nz/
http://www.ethnicaffairs.govt.nz/
mailto:interpret@dia.govt.nz
mailto:ethnic.affairs@dia.govt.nz
mailto:jenny.janif@dia.govt.nz
mailto:fezeela.raza@dia.govt.nz
mailto:wongls@dia.govt.nz
http://www.nz.com/guide/culture
http://www.minpac.govt.nz/
http://www.cyberlink.com/
http://www.accessnz.co.nz/
http://www.fpanz.org.nz/
mailto:resources@fpanz.org.nz
http://www.adhb.govt.nz/
http://www.health.govt.nz/new-zealand-health-system/key-health-sector-organisations-and-people/district-health-boards/district-health-board-websites
http://www.health.govt.nz/new-zealand-health-system/key-health-sector-organisations-and-people/district-health-boards/district-health-board-websites
http://www.health.govt.nz/new-zealand-health-system/key-health-sector-organisations-and-people/district-health-boards/district-health-board-websites
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Hospitals North Shore ς 09 4868900 
Middlemore ς 09 2760000 
Auckland -09 3074949 
Waitakere ς 09 8390000 
Hamilton ς 07 839 8899 
Wellington -04 385 5999 
Christchurch ς 03 364 0640 
Dunedin ς 03 474 0999 

{ǘŀǊǎƘƛǇ /ƘƛƭŘǊŜƴΩǎ IƻǎǇƛǘŀƭ  www.starship.org.nz Ph: 3078900 

Refugee Health www.refugeehealth.govt.nz for refugees and new immigrants 

Odyssey House  
 

Drug and Alcohol problems 
390 Mt Eden Road, Mt Eden, Auckland   Ph: 623 0228 

CADs ς Community Alcohol & Drug 
Service 

Ph: 623 2323 (central); Ph: 836 6166 (west); Ph: 588 2701 (north); 
Ph: 277 8080 (south). 

Alcohol Helpline  Ph: 0800 787 797 
Trained counsellors can provide you with advice or assistance with 
drinking, or alcohol-related problems. 

www.clubdrugs.org For information on the dangers of drugs available to young adults at 
bƛƎƘǘ /ƭǳōǎΣ ΨwŀǾŜǎΩ ŜǘŎΦ 

New Zealand Drug Foundation www.nzdf.co.nz  this website includes information on alcohol and 
other drug laws and policies. 

Crisis Mental Health Ph: 366 4287 (24 hours) 

Mental Health Commission www.mhc.govt.nz 

Mental Health Foundation of New 
Zealand 

www.mentalhealth.org.nz  

Health & Disability Commissioner www.hdc.org.nz/advocacy/translatedbrochures.html for 
information on the code of health and disability ŎƻƴǎǳƳŜǊΩǎ ǊƛƎƘǘǎ 
and advocacy services. 

Asian Health Support Service Waitemata District Health Board 
North Shore Hospital. Ph: 486 8953 

Agency/Organisation 
(Community) 

CONTACT 

Auckland Regional Migrant 
Services Charitable Trust 

532 Mt Albert Road, Three Kings, Auckland 
P O Box 27 367, Mt Roskill 
Resource Centre Ph: 625 2440 
Information service Ph: 625 3090 
https://settlement.org.nz 

Migrant Action Trust http://www.migrantactiontrust.org.nz/ 
Tel (09) 629 3500 
Email info@migrantactiontrust.org.nz 

Citizens Advice Bureau  www.cab.org.nz or Ph: 0800 367 222  
CAB is a voluntary organisation providing free, confidential 
information and advice to anyone about any query or problem. 

Domestic Violence Centre 33 Wyndham St. Auckland, Ph: 303 3938 

NZ Domestic Violence Contacts www.crime.co.nz ŦƻǊ ŀ ŎƻƳǇƭŜǘŜ ƭƛǎǘ ƻŦ ²ƻƳŜƴΩǎ wŜŦǳƎŜǎ 
throughout Auckland and New Zealand 

http://www.wellpark.co.nz/
http://www.starship.org.nz/
http://www.refugeehealth.govt.nz/
http://www.clubdrugs.org/
http://www.nzdf.co.nz/
http://www.mhc.govt.nz/
http://www.mentalhealth.org.nz/
http://www.hdc.org.nz/advocacy/translatedbrochures.html
https://settlement.org.nz/
http://www.migrantactiontrust.org.nz/
mailto:info@migrantactiontrust.org.nz
http://www.cab.org.nz/
http://www.crime.co.nz/
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Auckland Rape Crisis 26 Wyndham Street, Auckland Ph: 366 7213 
www.rapecrisisnz.org.nz for a complete list of Rape Crises centres in 
New Zealand.   

Presbyterian Support 
 

www.ps.org.nz  Presbyterian Support Officers provide services to all 
in the community regardless of race, belief or background. 

Auckland Central Police Station 
   

Cnr Cook Street & Vincent Street, Auckland Central 
Auckland.  Ph: 302 6400 

New Zealand Police www.police.govt.nz  

New Zealand Police Youth 
Education Service 

Email: yes@xtra.co.nz or www.police.govt.nz/yes  

Auckland City Council Road and 
Traffic co-ordinator 

If your car is towed away, try Ph: 375 7063. 

Gambling Problem Helpline Ph: 0800 654655 lines open 24 hours Thurs/Fri/Sat.  All other days 8 
am to 11.30 pm or www.gamblingproblem.co.nz 

Alcoholics Anonymous P O Box 5373, Wellesley Street, Auckland.  Ph: 366 6688 

Legal Information Service  52 Hepburn St, Freemans Bay, Auckland.  Ph: 378 7444 

5ƛǎŀōƭŜŘ /ƛǘƛȊŜƴǎΩ {ƻŎƛŜǘȅ 421-423 Dominion Rd Mt Eden, Auckland.  Ph: 638 8159 

New Zealand Immigration 450 Queens Street, Auckland.  Ph: 914 4100 
Free phone: 0508 558 855 or www.immigration.govt.nz  

New Zealand Income Support 450 Queens Street, Auckland.  Ph: 913 0500 

Ministry of Social Development www.dsw.govt.nz  

Peoples Centre   33 Wyndham Street, Auckland.   Ph: 302 2496 

Relationship Services  1 Robert Street, Ellerslie, Auckland.  Ph: 525 1051 

Leslie Challis 
Guidance Counsellor 

17 Hazelmere Road, Sandringham, Auckland 
Ph: 815 5353 

Chinese Life Line 0800 888 880 - Provides councillors in Cantonese and Mandarin for 
assistance on personal issues and helps new immigrants adapt to life 
in NZ 

Shakiti Asiaƴ ²ƻƳŜƴΩǎ {ǳǇǇƻǊǘ 
Group 

138 Church Street, Onehunga.  
P O Box 24 448 Royal Oak, Auckland 
For Helpline Ph: 624 3619 or 0800 742 584 

 

 

 

 

 

http://www.wellpark.co.nz/
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General Information 

P A R K I N G  &  BU S E S 

The College provides limited parking spaces for students at its Grey Lynn campus and street parking is also 
available on Richmond Road, Francis Street and Wilton Street as well as other neighboring streets.  Please 
be aware that you must park at least one metre away from a residential driveway or risk being towed. Bus 
stops are located on Richmond Road and within easy walking distance of the College.  Bus timetables and 
journey planners are available through the Auckland Regional Transport Website: www.maxx.co.nz.    For 
North Shore students, there is no parking available on site; however there is a free council car park at the 
entrance to the grounds (it is advisable to park to the righǘ ōȅ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ǇƭŀȅƎǊƻǳƴŘ). 

W H E E L C H A I R  AC C E S S 

The College has wheelchair access for disabled students.  Please phone reception ahead of time for 
assistance into the building. 

L O S T  A N D  F O U N D  PR O P E R T Y   

All lost and found property is handed in to reception and is placed there for collection until the end of each 
term.  If unclaimed, it is given to charity. 

L O C K E R S 

Lockers are available for hire at the Grey Lynn Campus only. These are $20 annually, plus a $30 bond for the 
key.  The bond is refundable upon return of the key at the end of the rental period.  If you fail to return 
your key by the end of the academic year (usually the last day of November) or lose it you will forgo your 
bond. Please see reception to arrange a locker. 

C OM M U N I C A T I O N  W I T H  TH E  C O L L E G E 

The college communicates with students by email. We are aware that email overload can be frustrating but 
request that you do open and read all emails from Wellpark College. If you change your email address, 
please contact reception immediately and alter your contact details on Moodle. 

C A T E G O R Y  R A T I N G 

Wellpark College offers NZQA accredited courses. This requires that the college participates in regular 
External Evaluation Reviews (EER). Copies of these reports can be found on the NZQA website 
www.nzqa.govt.nz. Wellpark College has a category 1 rating and is on four year review cycle. The last 
review considered Wellpark College as highly confident in educational performance and highly confident in 
self-assessment. 

 

http://www.wellpark.co.nz/
http://www.maxx.co.nz/
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Self-assessment at Wellpark College 

Feedback from Students, Staff, Advisory Committees and other stakeholders is used to inform 

effectiveness and improve the quality of training and services offered at Wellpark College. 

S T U D E NT  FE E D B A C K 

Students are encouraged to share feedback informally and formally.  Student Evaluations provide 

valuable information which improves the quality of courses/programmes and outcomes for learners. 

Summaries of student evaluations are provided to the tutors by Programme Leaders and the results are 

discussed globally at Academic and Management Meetings and any remedial action required is minuted 

and used to inform programme reviews. You are always welcome to email your Programme Leader, 

Academic Leader or Office Manager with any issues or concerns as they arise. Annual Initial Surveys and 

Graduation Surveys provide valuable information about processes which support students.  

M O D E R A T O R  FE E D B A C K 

Moderation processes are used to improve assessments and outcomes for learners. Changes made as a 

result of internal & external moderation reports and are recorded and communicated back to 

assessor(s) and the college as needed. 

P R O F E S S I O N  FE E D B A C K 

Feedback from the profession is obtained informally as result of employer contacts and formally 

through meetings with Advisory Committees and Professional Associations. Advisory Committee 

minutes record industry feedback and this is used to inform programme review processes and make 

improvements as needed. 

T U T O R  FE E D B A C K 

Tutor feedback on programmes is discussed at Pre-Delivery and Post-Delivery meetings. 

S T A F F  FE E D B A C K 

Staff feedback is encouraged and is obtained both informally and formally.  Teams hold weekly 
meetings to deal with daily operating issues, these are minuted and recorded and stored on the server.  
Staff have access to a shared Issues Spreadsheet which is used to record issues, recurring patterns, and 
resolutions.  Staff Surveys are used to gather confidential feedback and guide improvements. 

 

http://www.wellpark.co.nz/
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Assessment 

Successful course completion requires students to gain a pass mark of 50% in each of the summative 
assessment tasks for each course. 

C O U R S E  I N F O R M A T I ON  A S  F O U N D  O N  T H E  C OU R S E  O UT L I N E  DO C U M E N T  
( C O D ) 

The COD contains information about Learning Outcomes, total learning hours (which are inclusive of class 
time and time spent outside of the classroom), attendance requirements, content to be covered and the 
assessments for the course, including the due dates for submission. There may be other compulsory 
requirements attached to the course such as Journal Club, Research Day or Northern A Ethics Committee 
attendance or a field trip. Please ensure that you read these CODS very carefully. You will find your Course 
Outline Document on Moodle in PDF format.  

You should keep an electronic copy of your Course Outline Document on your computer for reference.  This 
material will come in useful should you decide to pursue further study elsewhere and have to substantiate 
what you have studied to date, the learning outcomes covered and your level of learning. Please note: 
Students only have access to Moodle records during the period the course is running and the College 
charges for academic information given once you have graduated and left the college. 

 

LEARNING HOURS 

If a course is 15 credits, this indicates that the average student will spend 150 hours (10 hours per credit) 
learning the topic and completing assessments. The time spent in self-directed study may be more 
depending on the student.  Actual class time might be 75 hours and this would indicate that a further 75 
hours should be spent learning at home.  Generally, the time you spend studying at home for your courses 
will equal: 

Level 5 courses  1 hour classroom time to 1 hour self-directed study time 

Level 6 courses  1 hour classroom time to 1.5 hours self-directed study time 

Level 7 courses  1 hour classroom time to 2 hours self-directed study time 

 

A S S E S S M E N T F E EDB A C K  A N D  GR A D E S   

Assessments include but are not limited to: assignments (essays, course reports, case studies); practical 
assessments; written exams/tests; worksheets/journal submissions; Moodle activities; Peerwise;  
presentations; other  as found on to Course Outline Document.   All assessments are tracked and followed 
up by Faculty Support.  If you have any queries regarding submission of an assessment you should contact 
your Faculty Support Person.  

http://www.wellpark.co.nz/
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Feedback for assessments is given in the following ways: 

¶ Constructive feedback comments on your assignments ς to help grow your critical thinking. 

¶ Marking Report for assignments ς this is a group feedback report from your marker and you can 
locate this on Moodle. It will give you some additional pointers and share top, median, mean and 
bottom grades for your information. 

¶ Exams and tests - you will not get any feedback on these and exams/tests are not returned, you will 
however be able to view your grades on Moodle. 

The turnaround time for marking assessments is 4 weeks.  You will be notified by email when your 
grades are available for viewing on Moodle. If you have not heard back about your grades AFTER 5 
weeks please email your Faculty Support Person. Please note the 4 week turnaround for marking does 
not apply to late submissions, re-submissions, or resits. 

G R A D E  A L L O C A T I O N  G U ID E 

Grade Mark Range   

A+ 90 ς 100 Pass with Distinction 

A 85 ς 89 Pass with Distinction 

A- 80 ς 84 Pass with Distinction 

B+ 75 ς 79 Pass with Merit 

B 70 ς 74 Pass with Merit 

B- 65 ς 69 Pass with Merit 

C+ 60 ς 64 Pass with Achievement 

http://www.wellpark.co.nz/
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C 55 ς 59 Pass with Achievement 

C- 50 ς 54 Pass 

D Below 50 Not achieved 

 

Practical assessments may be recorded for the purposes of moderation. These records are not for general 

distribution. 

L A N G UA G E  R E Q U I R E M E N T S 

All Wellpark College clinicals and assessments must be conducted in Maori, English or New Zealand Sign 
Language.  Any client who is not able to conduct a consultation or assessments in one of these languages 
must provide a translator at their own cost. 

 

A S S I G N M EN T S  

You MUST keep an electronic copy of each assignment you submit on your personal computer and on a 
data stick/cloud storage/ drop box (or similar) for safety. 

 Please check your Course Outline Document for: 

1. Submission due dates. We recommend that you transfer these dates to your personal diary and set 
an electronic alert 4 weeks and 2 weeks prior to the due date. 

2. Submission details.  Submissions will generally be to Moodle; however a small number of 
assessments are physically handed in or posted to reception. 

3. Turnitin requirements. Please check your Course Outline Document carefully as this will let you 
know whether your assessment will be run through Turnitin. If so, we strongly recommend that you 
submit your assignment well before your due date so that you have time to make any necessary 
changes.  Turnitin scores required for assessments are required to be UNDER 15%. 

Please be aware that the consequences of failing your plagiarism score on Turnitin means that you will 
fail the assessment.   

 

 

http://www.wellpark.co.nz/
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Plagiarism  

Plagiarism is taken seriously at the College, please read the Academic Integrity Policy in this Student 
Handbook.   

Word Count 

Many assessments stipulate a word count and a leeway of 10% above or below the word count allowance is 
acceptable.  You are required to state the word count on the Assessment Cover Sheet.  The marker will stop 
reading at the designated word count and only that part of your work will be marked.  

LŦ ȅƻǳ ǊŜǉǳƛǊŜ ƘŜƭǇ ǿƛǘƘ ŀǎǎŜǎǎƳŜƴǘǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ΨǿƘƻ ǘƻ ǎŜŜΩ Ǝuidelines may be helpful: 

¶ Assessment content queries = see your course tutor. 

¶ Assessment structure = attend an Academic Clinic for assistance. 

¶ Searching for information and APA referencing = see the Librarian or Library Support  

¶ Trouble with Moodle = see the Librarian or Library support 

¶ Late submissions, missed due dates and examinations = see your Faculty Support Person. 

¶ Queries regarding grades or Academic Transcripts = see your Faculty Support Person. 

¶ Academic concerns = see your Programme Leader. 

¶ Concerns regarding the structure, weighting, or wording of the assessment = see the 
Academic Leader. 

¶ Assessment Appeals = hand through reception to the Academic Leader. 

Submitting electronic assignments to Moodle 

Assignments need to be uploaded in Word format to Moodle. If you require assistance with uploading 
material to Moodle please contact the Librarian or Library Support. Each assessment requires an 
Assessment Cover Sheet (Blank copy on Moodle) that outlines name of course, Course code, assessment 
number and students name and word count. 

 Moodle will only accept your assignment up until 9:00 a.m. on the assignment due date (Monday).  There 
will be NO EXCEPTIONS to this rule, please do not ask as refusal may offend. Originally, cut off for Moodle 
was Friday evenings, we have extended this to 9:00am Monday morning to allow students the weekend to 
deal with any computer issues. You will be sent a notification email from Moodle when you submit. If you 
do not receive this your submission was not successful. We recommend that you submit your assessment 
to Moodle at least 48 hours prior to the cut off time to allow for any computer failures or issues. If you have 
missed the assessment deadline you will need to contact your Faculty Support. Please read the MISSED 
ASSESSMENTS section. 

http://www.wellpark.co.nz/
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Submitting physical assignments through reception 

Some assignments (for example Herbarium assignment) will need to be handed in or posted physically. 
These should be handed in with a completed Assignment Coversheet, which is located with the other 
Wellpark forms in reception and also on the Wellpark College website. You will need to enter your name 
and details into the Assessment Logbook located in Reception for each assignment you submit. Always 
keep a copy of your physical assessment (photocopy or photos work well) for yourself.  When your 
assignment has been marked, it will be returned to you. Distance learners posting in will need to use 
registered signature courier post.  

Examinations 
 

¶ You must arrive to your exam room on time and fully prepared. 

¶ All devices must be switched off during exams. All bags and devises must be placed up the front of 
the room with the tutor/invigilator.    

¶ ¢ƘŜ ŦƛǊǎǘ мл ƳƛƴǳǘŜǎ ƻŦ ǘƘŜ ¢Ŝǎǘκ9ȄŀƳ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ŀ ΨǎŜǘǘƭƛƴƎ ƛƴ ǇŜǊƛƻŘΩ ŀƴŘ ŘǳǊƛƴƎ ǘƘƛǎ time you 
may retrieve pens, or visit the bathroom.  

¶ Possession of any materials in the room, unauthorised by the invigilator will lead to an automatic 
disqualification from the Test/Exam. 

¶ After the settling in period of 10 minutes no students will be admitted to the test/exam room/ no 
exceptions. If a student is late they should report immediately to reception.  

¶ LŦ ȅƻǳ ƴŜŜŘ ǘƻ ǳǎŜ ǘƘŜ ōŀǘƘǊƻƻƳ ŀŦǘŜǊ ǘƘŜ ΨǎŜǘǘƭƛƴƎ ƛƴ ǇŜǊƛƻŘΩΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŀǎƪ ǘƘŜ ƛƴǾƛƎƛƭŀǘƻǊ ǘƻ 
request the receptionist to escort you to and from the facilities. 

¶ tƭŜŀǎŜ ǳǎŜ ǘƘŜ ŦƛǊǎǘ мл ƳƛƴǳǘŜǎ ŀŦǘŜǊ ǘƘŜ ΨǎŜǘǘƭƛƴƎ ƛƴ ǇŜǊƛƻŘΩ ŦƻǊ ǊŜŀŘƛƴƎ ǘƘŜ ǉǳŜǎǘƛƻƴǎκǊŜǉǳƛǊŜƳŜƴǘǎ 
of the Test/Exam ς no writing may occur during this period. The remaining time is for completing 
the Test/Exam. 

¶ Enter your name, student ID and the Test/Exam date on the front page (Page 1). 

¶ The last page of the test is a blank sheet for you to write notes on during the Test.  These notes will 
not be marked.  Alternatively, you can obtain scrap paper for writing on from the invigilator. All 
paper MUST be handed back to the invigilator along with your Test/Exam before you leave the 
room.  

¶ !ƴȅ ŀǘǘŜƳǇǘ ǘƻ ŎƘŜŀǘ ƻǊ ŎƻǇȅ ŀƴƻǘƘŜǊ ŎŀƴŘƛŘŀǘŜΩǎ ǿƻǊƪ ǿƛƭƭ ƭŜŀŘ ǘƻ ŀƴ ŀǳǘƻƳŀǘƛŎ ŘƛǎǉǳŀƭƛŦƛŎŀǘƛƻƴ 
from the Test/Exam and may result in disciplinary action. 

¶ NO lending or borrowing any item of written or writing materials from another candidate during 
the Test/Exam.  

¶ NO talking or otherwise communicating with other candidates during the Test/Exam. 

¶ NO leaving the room until ¾ of the time has been passed for the Test/Exam. (This time will be 
written on the white board). 

¶ NO returning to the room once you have left, until after the Test/Exam has been completed.  

¶ When you have completed your Test/Exam hand in your Test/Exam and any scrap paper to the 
invigilator at the front of the room and depart immediately.  

¶ Follow the Test/Exam structure instructions and answer the required questions for each section. 

http://www.wellpark.co.nz/
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¶ If you have answered a question, either partially or wholly, but change your mind and decide to 
answer a different question, you must cross out the answer to the question you do not wish to be 
marked. The marker will otherwise mark your answers in the order they have been given. 

 

A S S I G N M E N T  S U BM I S S I ON C H E C K L I ST F O R  ST U D E N T S 

PRE STEPS 

Á Put all assessment dates for ALL courses onto your electronic calendar/diary and set a four week 
prompt. 

Á Make a revision plan/draft outline for an assessment at least four weeks before an assessment is 
due and continue to work on this weekly. 

Á Attend Academic Clinics if you require support. 

ONE WEEK PRIOR TO ASSESSMENT DUE DATE 

Á Ideally you will be finished your assessment one week prior to the deadline. 

Á Check word count is within 10% of limit.  

Á Ensure your assessment has a cover sheet (blank copy on Moodle). 

Á Save assessment as StudentIDSurnameFirstnameCourseIDAssessmentNumber e.g. 
1234SmithJaneMS101Ass2. 

Á You must keep an electronic copy of all your assessments. 

Á As soon as possible submit your assessment in WORD FORMAT to Moodle. 

Á If your Turnitin score is over the required limit, rework your assessment and resubmit until you are 
under the required limit. Please note that first submissions to Turnitin will receive a quick response, 
however subsequent submissions can take up to 48 hours for a reply so please allow time for this. 

Á If you have any issues with Moodle or Turnitin please contact the Librarian or Library Support on 
library@wellpark.co.nz. 

Á You will not be able to submit an assessment after 9am of the morning the assessment is due ς If 
you do miss the cut off you will need to contact your Faculty Support and it will be considered a 
late submission losing 20% of the grade ς there are no exceptions to this, please do not ask as 
refusal may offend. 

Á ONLY one extension will be granted per student per year, so consider this option ONLY if absolutely 
necessary. It can take up to two weeks to receive a response to a request for an extension.  
Extensions must be applied for at least ONE WEEK PRIOR to the due date by using the Application 
for Extension Form found in reception or on the website and submitting this to faculty support. The 
application will be considered by the Education Sub Committee which meets once a week only.  If 
you do not have adequate time to submit and hear back about an extension request please contact 
your Faculty Support person. 

 

 

http://www.wellpark.co.nz/
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M I S S E D  A S S E S S M E N T S 

Firstly, you will need to ascertain which of the following two categories applies to your situation (A. prior to 
the assessment due date or B. after the assessment due date) and then contact Faculty Support: 

 

A. PRIOR TO THE ASSESSMENT DUE DATE 

Extenuating circumstances may prevent you from submitting an assignment on time in which case you may 
apply for an Extension. Only one Extension will be granted per year and you must produce formal proof of 
circumstances and fill in the correct form and submit this to your Faculty Support person. Note: this does 
not apply in examination situations, if you are not going to be able to attend an examination you will need 
to submit an Application for Assessment Resit/Resubmission Form and pay the associated fees. 

Process 

Please CAREFULLY consider whether you wish to apply for an extension. An extension will be granted to 
you on only one occasion per year. Furthermore, extensions will be granted only in the following situations: 

1.         Illness (supporting medical certificate required from a registered practitioner) 

2.         Extenuating circumstances which must be detailed with written supporting evidence. 

Computer issues can qualify as extenuating circumstances only once during your study time at the College. 
It is your responsibility to back up your work, save on a memory stick or on Drop Box for safety. 

If you are granted an extension, the standard extension for an assignment is one week and this is 
negotiable in only very exceptional circumstances.   

Extension applications are considered by the Education Sub-committee and MUST be applied for. To gain 
an extension on an assignment, you must apply at least one week before the assignment due date.  

Extensions on extensions will not be allowed.  

IF YOU WISH TO PROCEED, apply for an Assignment Extension by doing the following: 

¶ Download an Application for an Extension to an Assignment Form from the website or 
collect one from the reception area.   

¶ Submit this form along with your supporting evidence (including any work on your 
assignment completed to date) by email to Faculty Support.  Please DO NOT submit 
physical copies.  If you do not have a scanner you may wish to ask Reception or the Library 
to assist you with scanning documentation. 

Your application will be considered by the Education Subcommittee and you will be advised of the outcome 
of the application by Faculty Support. 

http://www.wellpark.co.nz/
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No 20% penalty will apply if the extension is approved. 

The 4 week marking turnaround time does not apply to extensions. 

ONLY ONE extension will be granted per year. Applications without supporting evidence will be declined. 
You cannot apply for extensions AFTER a missed deadline. You cannot apply for an extension for an 
examination/test/practiced assessment. 

  

B. AFTER THE ASSESSMENT DUE DATE 

If you have missed an assignment due date or an examination please contact your Faculty Support 
person immediately  

Information on missed Assignment due dates   

You can submit an assignment up to one week but you only have ONE WEEK to submit a late assignment. 
You will need to contact Faculty Support DIRECTLY for details on how to resubmit a late assignment up to 
one week late as a special upload area on Moodle needs to be created for you. There is a 20% deduction 
from your grade for submissions up to one week late. The 4 week marking turnaround time does not apply 
to late submissions. 

 

If your assignment submission is more than one week late it is considered a fail. Please see the FAILED 
ASSIGNMENTS section. 

Information on missed Exams/Tests 

If you miss an examination you will need to submit an Application for Assessment Resit/Resubmission 
Form.  Please see the FAILED ASSESSMENTS section. 

 

F A I L E D  A S S E S S M E N TS 

You will be advised by your Faculty Support Person if you have failed an assessment and you will need to 
submit an Application for Assessment Resit/Resubmission Form within one week of the notification.  This 
form is available on the Wellpark College website or from reception and needs to be emailed directly to 
your Faculty Support Person.  
There is a $40 fee for this process and resits/resubmissions will receive a maximum 50% grade (If 
exceptional circumstances can be proven with sufficient documentation the Education Sub-Committee may 
award the full grade at their discretion. Approval for a resit/resubmission will be considered by the 
Education Sub Committee but approval is not guaranteed.   

There are three circumstances in which you may apply to resit/resubmit an assessment: 
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¶ Illness 

¶ Extenuating circumstances 

¶ Failure of first attempt 

Illness: If you fail to show up for an examination or test, or fail to submit an assignment within one week of 
the due date because of illness, you will be required to submit ŀ ŘŜǘŀƛƭŜŘ ŘƻŎǘƻǊΩǎ ŎŜǊǘƛŦƛŎŀǘŜ ƛƴŎƭǳŘƛƴƎ 
information about why the illness would prevent you from being able to attend/submit the assessment in 
the period required.   

Extenuating circumstance: If you fail to submit/show up for an assessment for some reason other than 
illness, you must make every attempt to notify the College of your absence on the day of the 
assessment and the reason why.  Your circumstances will be considered by the Education sub-
committee.  Documentation (e.g. death certificate etc) is required to support your request.  

Failure of first attempt: If you fail an assessment you will be notified by Faculty Support or your 
assessor.  You must apply to resit/resubmit your assessment within one week of being advised of your 
fail.  You will be granted one opportunity to resit only. 

Process 

¶ Please fill in the Application for Assessment Resit/Resubmission Form (one form and one fee per 
assessment). 

¶ Attach evidence that you are eligible for a resit if illness or extenuating circumstances apply. 

¶ Resit/resubmission fee (see prices below) must be paid BEFORE you submit your 
application.  This fee should be paid to reception and proof of payment (receipt) must be attached 
to your application. You may choose to pay online if that is easier and print out your confirmation 
of payment as evidence of payment ς please see reception for bank account details and enter your 
Student ID, course code, and RESIT in the details section. This fee covers additional administration 
processes required. 

¶ Email the following to Faculty Support:  completed form; proof of payment; supporting evidence. 

¶ You will be contacted by Faculty Support regarding the outcome of the application and new 
assessment dates/due dates.  

¶ Fees: 

Written assessments (assignments/tests/theory examinations/worksheets): 
A fee of $40 is charged per assessment resit/resubmission.   
 
Practical assessments incur the following costs: 
 

Full examination 90 minutes $ 270.00 

 60 minutes $ 180.00 

 30 minutes $   90.00 

 15 minutes $   45.00 
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S U M M A R Y  O F  M I S S E D  A SSE S S M E N T  P R O C E S S E S 

Circumstances Assignment Examination 

Assessment submitted/sat on 
time. 

Submit to Moodle in WORD 
FORMAT  with an Assessment  
Cover Sheet or hand in through 
reception as requested on 
Course Outline Document. 

Ensure you plan to arrive at least half 
an hour to avoid unplanned hold 
ups.  Late entrance to examinations 
may NOT be allowed. 

Student knows they are not 
going to be able to submit/sit 
assessment on time. 

Make an Application for an 
Extension to an Assignment 
using the correct form AT LEAST 
ONE WEEK BEFORE THE DUE 
DATE. 

Advise Faculty Support as soon as 
possible and make an Application for 
Assessment Resit/Resubmission using 
the correct form. 

Fees apply; see details in Student 
Handbook and on application form. 

Student submits/sits 
assessment up to one week 
late. 

Contact Faculty Support Person 
directly to find out how to 
submit a late assignment up to 
one week late. 

20% deduction from grade 
applies. 

If the examination date was missed 
CONTACT FACULTY SUPPORT WITHIN 
ONE WEEK and make an Application 
for Assessment Resit/Resubmission 
using the correct form. 

Fees apply; see details in Student 
Handbook and on application form. 

Student has missed the 
assignment due date/ exam 
date by more than one week 
and up to two weeks. 

This is considered a fail. 
CONTACT FACULTY SUPPORT 
and make an Application for 
Assessment Resit/Resubmission 
using the correct form. 

 

Fees apply; see details in Student 
Handbook and on application form. 
Maximum 50% grade applies  

Student has missed the 
assignment due date/ exam 
date by more than 2 weeks or 
has failed a resit/resubmission. 

Failed course.  Student needs to 
reapply and re pay course fees 
in full.  

Failed course.  Student needs to 
reapply and re pay course fees in full.  

http://www.wellpark.co.nz/


 

 

Student Handbook v160719 This document is updated frequently and all printed versions should be 
considered void.  Please visit www.wellpark.co.nz for a valid version.                  Page 41 of 108  

 

 
L E A R N I N G  C O N T RA C T S 

The purpose of a learning contract is to enable a student to complete course work outside the designated 
time frame where there has been any of the following: 

         Exceptional circumstances. 

         Where the student has shown sufficient effort towards completion but did not deliver on time and 

requires academic assistance. 

Learning contracts are the last resort for students who are at risk of failing one or more 

course(s).  Programme Leaders are able to recommend that students consider a learning contract and they 

are awarded on a case by case basis by the Education Subcommittee and will require evidence of 

extenuating circumstances and work on assessments to date. Learning contracts are not guaranteed and 

are not entered into lightly.  

A learning contract can cover up to 6 assessments.  Any more than 6 outstanding assessments will require 
the student to re-enrol at their own cost.  All learning contract assessments must be completed by 11th 
December. If this is not possible a learning contract cannot be issued and the student must re-enrol. 

All academic assistance provided to those on a learning contract is free of charge. There are however 
administration costs associated with these increased processing requirements.  A one off $75 
administration fee will be normally charged to set up and monitor a learning contract as well as a marking 
fee for each assignment charged at $25 per hour.   

Payment is required prior to drawing up a learning contract following consultation.  A maximum 50% mark 
will apply for all assessments in the learning contract. 

Failure to complete your assessments by the new due date will result in a fail for that course and you will 
be required to re-enrol at your own cost.  

A E G R O T A T  PA S S E S 

If you have been prevented from completing an assessment due to illness, injury, bereavement or another 
critical circumstance, or if you feel that your work has suffered as a result of one of these causes, you may 
apply for an aegrotat pass.   You will need to provide formally ŘƻŎǳƳŜƴǘŜŘ ŜǾƛŘŜƴŎŜ ǎǳŎƘ ŀǎ ŀ ŘƻŎǘƻǊΩǎ 
certificate to support your application. 

To be eligible for an aegrotat pass, you need to have successfully covered the material of the course and 
passed all assessments leading up to the event to a level that satisfies the College. Passes must be to a level 
that satisfies the college that you would be clearly worthy of a pass, but have been prevented by critical 
circumstances from demonstrating your knowledge at the time of assessment.  Your application for an 
aegrotat pass should be made in writing to your Programme Leader who consult with the Education 
Subcommittee and will advise you of the outcome.  Aegrotat for final exams is not automatic and only 
available in exceptional circumstances.  
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* You cannot apply for an aegrotat pass for a competency based assessment or where there is only one 
assessment for the course*  

A P P E A L S 

If you are not satisfied with any aspect of the Wellpark assessment process (e.g. fairness of test, marking, 
reporting of results), you can appeal in the following way:    

If the matter cannot be resolved you should fill in an Assessment Appeal Form located in each classroom, 
reception, and on the Wellpark website. This form can be emailed directly to the Academic Leader 
academicleader@wellpark.co.nz or handed into reception who will forward it to the Academic Leader. 

You will be advised of the outcome by email. 

If there is still no resolution, the College will refer the matter onto a qualified and external assessor for 
adjudication whose decision will be final (unless the student chooses to appeal to NZQA).  

NOTE:   Any assessment appeal must be made within two weeks of you receiving your marked work and the 
result. 

 

Y O U R  A C A D E M I C  RE C O R D S   

Once a year, you will receive a printout of your academic record listing the final results for each of your 
courses.  If you disagree with any of the results, please contact your Faculty Support person immediately so 
that any necessary corrections can be made. Responses may take up to 2 weeks in some cases, and 
resolutions may take up to 6 weeks, where markers have to be consulted. 

If you have an Assignment Extension or have resubmitted an assessment then your final grade may not 
show on your academic record at the time these are sent out.  

Please note that your academic records will include information such as whether your courses had RPL, 
extensions, resits, failures, non-completions, withdrawals or deferrals. 

It is strongly suggested that you keep a copy of your academic records in a safe location for future reference.  You 
may wish to undertake higher study at another institution and may need to provide evidence of achievement and 
subjects undertaken. The College charges for providing academic information once you have graduated. 

P R I O R  A S S E S S E D  LE A R N I N G : C R O S S CR E D I T I N G &  CR E D I T TR A N S F E R  

Internal:  If you have successfully gained credits from one Wellpark College course, you may be able to 
transfer these credits to another Wellpark Course.  ¢Ƙƛǎ ƛǎ ŀƭǎƻ ŎŀƭƭŜŘ Ψ/Ǌƻǎǎ /ǊŜŘƛǘƛƴƎΩΦ  There is no fee 
charged for this service. 

External: If you have gained credits at another college or university you may be eligible to transfer these 
credits to a Wellpark College qualification.  ¢Ƙƛǎ ƛǎ ŎŀƭƭŜŘ Ψ/ǊŜŘƛǘ ¢ǊŀƴǎŦŜǊΩ ŀƴŘ ŀǇǇƭƛŎŀǘƛƻƴǎ ŦƻǊ ŎǊŜŘƛǘ 
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transfer must cover the entire content of the Wellpark College course and will not be approved for a partial 
course component.  You will need to produce evidence to verify your achievement, such as an academic 
transcript or a record of learning, and also evidence of the course content for example the learning 
outcomes.  A non-refundable fee of $50 per course is charged for this service.  

NOTE:  Applications for Credit Transfer or Cross Credit must be made before enrolment.  If you apply after 
the course starts no refund of fees can be made. 

P R I O R  U N A S S E S S E D  L E AR N I N G :  R E C O G N I T I O N  OF  C U R R E N T  CO M P E T E N C E  
(R C C)  A N D  RE C O G N I T I O N O F  P R I O R  LE A R N I N G  ( R P L ) 

You may feel you have already acquired the skills and knowledge of a particular Wellpark course through 
former learning and/or life/work experience, even though this was never formally assessed. If this is the 
case, then you may consider applying for RCC or RPL.  Where RCC applies, you will usually have to take an 
Assessment Challenge Test which will be arranged through your Programme Leader, and will incur an 
additional fee on top of the application fee of $50 for theory tests and more for practical tests (please see 
the form for details).   

NOTE: Applications for RCC and RPL must be made before the course starts.  If you apply after the course 
starts no refund of fees can be granted. 

NB:  It is College policy that you can only be awarded a Credit Transfer or RCC/RPL for a maximum of 33% 
of any Wellpark qualification, and a Cross Credit for a maximum of 50% of any Wellpark qualification. 
 

Attendance 

As well as needing to meet the assessment requirements of a course, students must also meet the 
attendance requirements. Classes held on campus have a roll call & attendance is recorded onto our 
Student Management System. Students participating via our Mixed Mode Delivery option of study (where 
available) will have on Campus Block Courses marked for attendance in this way also.  
 Note: 80% attendance is required for face to face learners for theory classes & 100% attendance is 
 required for all practical sessions & on Campus Block Courses ς this is an NZQA requirement.  
Participation in those classes via Mix Mode Delivery will be monitored via Moodle.     

Please check your Course Outline Document at the start of your course, where all attendance requirements 
will be outlined. If you miss more than half an hour of your scheduled class your attendance will be 
recorded as .5 (50%) attendance. 

Even where the students is able to provide a doctors certificate the non-attendance cannot be disregarded, 
the 80% attendance requirement is set so that students are able to complete even with extenuating life 
circumstances such as illness. However, ǇǊƻǾƛŘƛƴƎ ŀ 5ƻŎǘƻǊΩǎ bƻǘŜ ŀƭƭƻǿǎ ǘƘŜ ŎƻƭƭŜƎŜ ǘƻ ŎǊŜŀǘŜ ŀ ƭŜƎƛǘƛƳŀǘŜ 
record for you regarding absences so that if you do require assistance such as a learning contract, the 
Education Sub-Committee can make an informed decision.  

In addition to class attendance, students are required to participate in classroom tasks as set by their tutor.  
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Failure to do this may result in you being noted as not attending the class. 

Tutors will monitor the attendance of students by daily completion of a roll.  All attendance records are 
stored electronically as required by NZQA and monitored. As far as international students are concerned, 
the College is obliged to inform New Zealand Immigration Service (NZIS) if you fail to meet course 
attendance requirements and are absent from the college without legitimate reasons. If this happens, there 
is the danger your visa to remain here will be cancelled. Students receiving a student allowance risk losing 
this if attendance is below 80%. 

If you stop attending classes in a course or courses you will remain liable for the fees prescribed for that 
course or courses.   

If you will not be attending a class you should phone or email reception to advise. 

If you are having trouble attending classes regularly please contact Faculty Support immediately, so that 
we can support and assist you. 

Discipline 

If you seriously breach any of the rules which make up the Wellpark College Code of Conduct, you will 
receive a formal written warning. If there are further breaches, then you may be suspended or expelled 
from the College, depending on the seriousness of the offence.  

If you are temporarily suspended or expelled, you will not be allowed to resume your studies at the College 
or receive a refund for the unused weeks of tuition. In the case of domestic students, the College is obliged 
to notify StudyLink and this may affect any entitlements you receive or may want to apply for in the future. 
In the case of international students, Wellpark College is obliged to inform the NZ Immigration Service.  

Health and Safety on Campus  

E M E R G E N C Y  A N D  E V A C U AT I O N  PR O C E D U R E S 

Evacuation plans are displayed in each room.  In the event of having to evacuate from College buildings, the 
assembly point is Francis Street for the Grey Lynn campus, and Mills Lane for the Kawaipurapura. 

R E P O R T I N G  HA Z A R D S 

If you notice anything which is likely to cause injury or an accident, please notify reception or a staff 
member. 

R E P O R T I N G  A C C I D E N T S  A N D  IN C I D E N T S 

You should report any accidents or incidents to reception as soon as possible. It is an Occupational Health 
and Safety requirement (OSH) that relevant details are recorded. 
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F I R S T  A I D  &  E V A C U A T I O N  KI T S 

There are two first aid kits and evacuation kits on site at the Grey Lynn Campus, one in the staff room and 
the other in the library. There is one first aid kit on site at KP this is in the reception area. One is located at 
reception at both campuses, and the other is in the tutor staffroom at Grey Lynn and in the office at 
Kawaipurapura.  Wellpark College has a number of staff who have been trained in first aid, please contact 
Reception if you require first aid assistance. 

F I E L D  TR I P S 

Special health and safety requirements relate to off campus field trips.  Your tutor will brief you about 
these and about the expectations and requirements of both students and college personnel who take part. 
You will be asked to sign a Field Trip Form for all field trips. 

C L I N I C A L  S E S S I O N S 

If you carry out clinical sessions at the Prema Clinic or the North Shore campus, you will need to be familiar 
with and comply with the specific protocols relating to clinical practice.  These are outlined in the Prema 
Clinic Handbook at the end of this Student Handbook. All students must hold a current first-aid certificate 
when entering the clinical programme for ALL qualifications. The reason for this is that you are dealing with 
the public and have to hold required first-aid knowledge should it be required. 

P R E G N A N C Y 

In case of pregnancy whilst studying, it is advised that you consult a Lead Maternity Carer regarding advice 
on continuation of studies. If studying on a Wellpark Massage or Yoga programme you are required to 
provide Wellpark College with written permission from your Lead Maternity Carer to continue your studies. 

 

P O L I C Y:  E D U C A T I O N ,  P R E V E N TI O N  A N D  F I R S T  A I D  T RE A T M E N T  O F  
N E E D L E S T I C K  I N J UR I E S A T  W E L L P A R K  C O L L E G E  O F  N A T U R A L  T H E R A P I E S  

1. Students are required to understand the application of assessments such as random glucose testing, 

Multistix urinalysis and possibly other tests that might have associated risk. The theory is taught in the 

classroom and discussed further at the beginning of their clinical experience. 

 
2. Before, students are permitted to carry out any of the above tests, either in the classroom, or during their 

clinical experience each student will; read and sign the Wellpark Student Contract to say that they have 

read and agree to the Wellpark College Protocol on Education, Prevention & First Aid Treatment of 

Needle stick Injuries. 

  
3. The signed contract will be filed in each students records. 
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The Needlestick Injury Policy is as follows: 

 
¢ƘŜ ǘǳǘƻǊ ǿƛƭƭ ƎƛǾŜ ŀƴ ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ ǘƘŜ ŀŘƻǇǘƛƻƴ ƻŦ ΨǳƴƛǾŜǊǎŀƭ ǇǊŜŎŀǳǘƛƻƴǎΩΦ 

Universal precautions means:  

ü Never to assume that there is no risk. If every patient is assumed to be potentially infected with a 

blood borne infection, the same precautions to prevent exposure should be used for every 

procedure (NHS, national audit office, 2003) 

ü Wearing of gloves is mandatory for all procedures that undertake possible exposure to body fluids. 

ü No recapping of a needle after taking a blood sample. 

ü Use an instrument to take the blood sample that ejects the used needle. 

ü All used needles are ejected directly into the sharps container. 

ü Explanation of the procedure to the client and consent is gained. 

ü Wash hands after removal of gloves. 

1. The procedure is explained and role modelled to the students by the tutor in the classroom, and / or 

by the Clinical supervisor before the students are permitted to carry out the procedure with any peer, 

or any client. 

 

2. An explanation of the procedure is placed where the procedure takes place. 

 
3. Before the students can carry out the procedure during supervised clinical times at the Prema clinic 

with their clients: 

 

¶ The tutor / clinical supervisor must first demonstrate the correct procedure to the student. 

¶ The student must then demonstrate the correct procedure to the tutor / clinic supervisor.  

ü The student must demonstrate competency in carrying out each procedure (Urinalysis, random 

blood glucose and other tests as required).). 

 The clinic supervisor records competency for every student and this is kept as part of the students 

records at the clinic. 

 The student may then proceed to conduct the assessment of Urinalysis or random glucose testing 

with their client during supervised clinical times. 
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In case of Needlestick Injury 

1. Report the needle stick injury immediately to the tutor or, clinical supervisor. 

2. The injury must be documented in the accident register by the student and the Tutor / Clinical 

Supervisor after first aid has been carried out. 

First aid must be applied immediately 

1. Encourage the area to bleed. 

2. Wash the area thoroughly with soap and water / alcohol swab. Do not scrub or suck at the wound. 

3. Dry, and place a waterproof bandage to the wound 

4. Seek medical care for advice re: blood tests, prophylactic exposure therapy ς anti-viral drugs, safe 

sex, post-injury vaccination therapy 

5. Document in the client / student notes that a needle stick injury has occurred. 

6. All practitioners should consider being vaccinated for Hepatitis B.  

 

Behavior and Conduct 

W E L L P A R K  C O D E  O F  C O ND U C T 

The Wellpark Code of Conduct applies to all contexts in which you are a Wellpark College student.  The 
College expects all students and staff to abide by the following rules of the Code of Conduct at all times: 

¶ Practice open and honest communication in all relationships with individuals and groups. 

¶ Be totally professional in dealings with all people. 

¶ Respect the property of other students and that of the College. This includes not using the internet 
for improper purposes. 

¶ Respect the privacy, physical space and cultural backgrounds of fellow students and staff. 

¶ Refrain from any sort of discrimination towards others including sexual harassment. 

¶ Uphold the principle of confidentiality in interpersonal communications. 

¶ Refrain from unethical practices such as cheating, plagiarism and the falsification of any records or 
Wellpark documentation. 

¶ Use of technology in the classroom by students must be limited to the topic being discussed in class. 

¶ Students must not bring onto the premises nor be under the influence of drugs or alcohol at any 
time whilst on college grounds.  Any students not complying with this regulation will be asked to 
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leave the premises immediately. 

¶ Refrain from carrying or using weapons of any sort. 

¶ Meet the requisite course assessment and attendance requirements. 

¶ Advise the College of any change of address and other contact details. 

¶ Abide by the processes and procedures as described in the Student Handbook. 

Any serious breach of the above rules may result in suspension or expulsion from the College. 
 

N O N-S M O K I N G  P O L I C Y 

No person, whether a Student, Employee or Visitor, shall smoke within the buildings or outer premises of 
Wellpark College. 

This policy meets the requirements of the Smoke-free Environments Act 1990 and is based on the following 
principles:  

¶ all indoor areas of the campus are 100% smoke free 

¶ even outdoors, all members of the College community who do not smoke are entitled, so far as is 
reasonably practicable, to be protected from second-hand cigarette smoke when on campus. 

¶ the College supports all efforts and initiatives to promote a smoke-free lifestyle as the norm. 

¶ ŀƭƭ ǇŜƻǇƭŜ ƻƴ ŎŀƳǇǳǎ ŀƴŘκƻǊ ǳǎƛƴƎ /ƻƭƭŜƎŜ ǾŜƘƛŎƭŜǎ ŀǊŜ ŜȄǇŜŎǘŜŘ ǘƻ ǊŜǎǇŜŎǘ ǘƘŜ /ƻƭƭŜƎŜΩǎ ŀƛƳ ǘƻ 
promote a smoke-free lifestyle as the norm. 

 

S T U D EN T  P R O M O T I O N A L  M A T E RL![Υ 5h{ !b5 5hbΩ¢{ 

¶ Any promotional material created to support your clinical experience here at Wellpark/Prema Clinic 
must clearly identify you as being a student (in clinical training).  

¶ The name, content and design, including images, directly associated with Wellpark College, may not 
be used or modified, copied, distributed, transmitted, displayed or published in any form without 
prior written permission from the College Manager. (collegemanager@wellpark.co.nz).  
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Information Technology Services 

S T U D E N T  L I B R A R Y 

See Library section of this Handbook. 

D A T A BA S E S 

Wellpark provides you with free access to a range of relevant articles on EBSCO, Science Direct and Natural 
Medicine databases. You can access these databases through Moodle. Please note the Science Direct 
collections available to Wellpark are the Social and Behavioral Sciences, Health and Life Journal Collections.  

 

O N  CA M P U S  I N T E R N E T  AC C E S S 

The student computers and internet access on campus are to be used for academic purposes only and 
students must read and abide by the terms of the Online Acceptable Use Policy as found on Moodle.  WiFi 
passwords are available from reception and the library. 

 

M O O D L E P R O C E S S E S 

This is a guide for using ²ŜƭƭǇŀǊƪ /ƻƭƭŜƎŜΩǎ secure online learning portal. This is where you will access 
course materials, participate in online discussions, submit electronic assessments for marking, and view 
your grades. 

Moodle works best with Firefox or Chrome internet browsers. 

You will also need Adobe Reader in order to read text documents.  If you wish to review any presentations 
you will need Microsoft PowerPoint (this is not essential as the content of the PowerPoint will also be 
provided in a PDF file). 

It is important that you save any files from each of your courses on Moodle (you may wish to keep readings 
etc. for use in clinic at a later stage) as you will only have access to these files for 6 months after the end of 
each course (e.g. in the degree programme year 1 you will be enrolled in MS107 in semester 2, and after 1st 
December you will have until June of the following year to access materials from this course only). 

If you encounter any technical difficulties please contact: library@wellpark.co.nz 
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T O  AC C E S S  M O O D L E :   

Á Open your internet browser  

Á Go to the address bar  

Á Highlight the address in the address bar  

Á Press delete  

Á Enter the following address: moodle.wellpark.co.nz (there is also a direct link to Moodle from the 

Student Center page of the Wellpark website). 

This will bring up WellǇŀǊƪ /ƻƭƭŜƎŜΩǎ aƻƻŘƭŜ ǇƻǊǘŀƭ όŀǎ ǎƘƻǿƴ ōŜƭƻǿύΦ 

  

 

 

 

 

 

T O  L O G  I N :  
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- Click on Log in button at top right corner of screen (circled in picture above) 
 

 
 

- Enter your username and password (example shown above) 

o Your username will be your Wellpark Student ID Number (this will be on your enrolment 

invoice and also on your student ID card) 

o The default password is:     Changeme1       (Please ƴƻǘŜ ǘƘŜ ŎŀǇƛǘŀƭ Ψ/Ω ŀƴŘ ΨмΩύ 

- You will then be stepped through the process of creating your own secure password  

o Your new password must have at least 8 characters. It must also contain at least 1 digit(s), 

at least 1 lower case letter(s), at least 1 upper case letter(s) 

o Change your password to one that you will remember and keep it safe. 

- Once your password has been changed click on ǘƘŜ Ψ{ŀǾŜ /ƘŀƴƎŜǎΩ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ 

Ψ/ƻƴǘƛƴǳŜΩ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ȅƻǳǊ ǇǊƻŦƛƭŜ ǇŀƎŜΦ ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ Ψ9Řƛǘ tǊƻŦƛƭŜΩ ōǳǘǘƻƴ ƻƴ 

the bottom left of page to add a profile picture, and more details if you wish. When finished use the 

Ψaȅ IƻƳŜΩ ƭƛƴƪ ǳƴŘŜǊ ΨbŀǾƛƎŀǘƛƻƴΩ όŀǎ ǎƘƻǿƴ ōŜƭƻǿύΦ ¸ƻǳ Ŏŀƴ Řƻ ǘƘƛǎ ŀǘ ŀƴȅ Ǉƻƛƴǘ ǘƻ ŀŎŎŜǎǎ ȅƻǳǊ 

home page. 
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- The next time you log on to moodle enter your new password and you will be taken straight to your 

home page (not your profile page). 
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T O  AC C E S S  Y O U R  C O U R S E S :  

On your home page you will see a list of courses that you are currently enrolled in (example circled above). 
Click on the course name to access the course page. 

 

Different course pages may have slightly different layouts (an example of a course page is shown above). 

Some features you will find on a course page:  

- A brief description of the course with contact details for technical and tutor support. 

- A News Forum area where your tutor will post important information relating to the course. You 
should check this regularly to keep up to date. 

o ¢Ƙƛǎ ƛǎ ŀŎŎŜǎǎŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨbŜǿǎ CƻǊǳƳΩ ƭƛƴƪ ǳƴŘŜǊ ǘƘŜ ŎƻǳǊǎŜ ŘŜǎŎǊƛǇǘƛƻƴΦ 

- Course documents including your COD (Course Outline Document) and Syllabus. 

- Assessment documents and a link to the relevant assessment upload area under each assessment 
document (See below for full details on assessment processes). 

o A course-wide marking report for each assessment will also show here after completion of 
marking. 

- Session areas that contain materials which support the content being taught in class. These 
materials may be links to websites, downloadable documents, discussions forums, quizzes etc. 

- A calendar (on left side of page) displaying upcoming events. 

http://www.wellpark.co.nz/















































































































