WeIIpark College

Leading Natural Therapies

Student Handbook

Dear fudents,

This is a lonfut important (& legally binding) contract between yourself and the college. Please read this docun
thoroughly before signing your Student Declaration. Please pay particular attention to theifgjleections:

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 4
Wellpark College is full of challenging growth and posithange while within our supportive learning environment,
ultimately becoming professional, safe and generous practitioners in the natural health sector. We are always (
to help so please do ask us if you need any assistance. If you have any quidsgepolicies or anything in this
Student Handbook, please contact me directlyagiminmanager@wellpark.co.nz

Kind Regards,

Prema Cottingham (Administration Manager)



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

Wellpark College of Btural Therapies

VISION AND MISSION

MISSION

To develop and deliver educatiornaiogramsfor natural therapies;
To establish research into natural medicine;

To fosterexcellence in natural therapies education and practice;
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To provide community education in natural therapies.

VISION

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

VALUES

Aroha; love and caring for all;
Rangimariepeacefulness in all our activities;

MahiTikg-appropriate ativity that respects others;

= = =4 =4

Pong 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 edugatimhthe spirit of enquiry that we
encourage and foster is one that allows for the creatibm unique and unfolding journey into the healing
power of nature.

The College is also committed to graduating practitioners wimoncake a difference in societiatural

medicine has a long and storied history, andss LILX A OF 6 f S (2 adiehRdbéeQaverth& | f (i K
centuries. It is important that the graduate of the College is able to integrate their skills, knowledge and
approach into the spectrurof the hedth service delivery, both in mainstream care and with the spectrum

of complementarypractitioners 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, migope for you is that you become part of a community that is committed to health
and happiness. This involves hard work, developing ateamderstanding of the needs phtients and

the needs of society as a whobnd an inspired approach to personal gtb 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 koutogmany blessings

PN, (iofom

Phillip @ttingham
Principal
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IMPORTANT CONTRACTUAL INFORMATION

YOURENROLMENT ANDEES

PART TIME BEROLMENT

Wellpark College will give priority to students wishing to undergo difn# programme of studies. If you
wish to change your mode of studyim fulktime to parttime during the programmgyou will first need to
apply for a deferral (approval is not guaranteed) age@nrolment for a place in your chosen programme of
studieswhichwill not necessarily be guaranteed.

It is important to note thayou cannot enroll in courses from the next year of study until you have

completedall 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 yeag oaurses.

WITHDRAWAL AND REFDNOF FEES

Withdrawing BEFORE the start of a programme

If you wish to withdrawPRIORo the start of your programme of study*)ou must apply in writing to the
Enrolment Advisarlf we do not receive natification of your vwhdrawal 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 withdrawAFTERhe gart of your programme of studyou mustinform the collgye by filling
in the Withdrawal Fornand forwarding thigo the Faculty Supporat Wellpark CollegeForms are
available from reception and on the Wellpatlllegewebsite.

a) If you withdrawwithin 8 calendar day$or a domestic student 0tO working daydor International
studentsafter 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, whicheveris less:.

b) If you withdrawafter 8 calendar day$or domestic student®r 10 working daydor international
studentsfrom the start of the programme of study in which you have enrolled, no refunds can be
made.Please notethis includesll courses enrolled jincluding emester one and two courses.

¢) StudyLink and NZ immidian are notified of all withdrawals and abandonments.

* Please note that a Programme of Study is defined as any course or courses &atofion at any
one time this includesemester one and two courses.

Please note: If you have not formally witlrdwn within 8 calendar days or in accordance with the

above, you are liable for the cost of the course, evierthe event of nonattendance.
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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:
1 Deleteyour enrolment;
1 Refuse to reenrol you;
1 Refuse to release your academic record;
1 Withhold any qualifications
1 Pursue payment through a collection agency.

ABANDONMENT OFQAJRSE

In the event that a student has not attended classes4for more consecutivaveeks, 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 furtReweeks from the date of the letter, the
College reserves the tigto forcibly withdraw the student from their programme of studies.

PAYMENT PRCOMMUNITYCOURSE

Where a studenbr member of the publienrolsin‘a community coursehe fees must be paid in full
before the enrolment can be processedb refunds will banade for community courses.

COURSE CANCELATIONS

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

COURSE TIMETABLE QHGES

Please note thatlue to unforeseen circumstancdbere may be occasions when we have to alter your
timetable with regard tdimes, 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 recorde&hould you be unable aitend your class at the new scheduled

time, pleaseadvise Faculty Support

DEFERRALS

2 KAES 4SS KIFE@S adadyYLI GKe F2N) alidzRSydaQ fAFS thOANDdzy &
ability of the @llege to operate effectivelgnd are detrimenthto student successkor 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 neecctmtactthe Faculty Supponvithin two weeks of yar
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 yapplication can be processed. This fee is-neandable

regardless of the outcome of the application.
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You will then have a meeting WwiFaculty Support and your Programme Leader to discuss your deferral
application, after which yourequest willbe pre€nted to the Education Sutommittee for consideration.

You will be notified in writing if your application is approved or declinégiour application is approved,

you will have to reenrall within 12calendamonths and abide by any new tuition feevédsor course and
attendance requirementsA place on the course may not be possible within the 12 month period due to
courses notunning, insufficienhumbers or a class being too full, in which case the Deferral will be voided
and you may not be able@tcomplete your qualificatiorPlease consider carefully whether a learning
contract may le a better alternative for youAs deferments are natcognizedunder Ministry of Education
guidelines, they will be treated as withdrawals

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

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

Deferrals wil only be approved in exceptional circumstances at the discretion of the ColRepesons that
will be considered include issues such as:

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

1 Complicatbns in your pregnancy-certified-by an obstetrician.

1 A death or terminal illness suffered bydependentwithin your immediate family provided a
52002NNRa 2NJ 5SIFGK OSNIATAOFGS Aa &adzlX ASRO®

Please consider the following very carefully before applying for deteal:

Fees cannot be transferred from one course to another

Courses may not necessarily be run the year you wish to defer your studianda deferral is
ONLY valid for 1@alendamonths.

1 Courses may be full, and deferral applications are dependpah space; you are not guaranteed
a space meaning you may not be able to complete your qualification.

T
)l

9 Course content often changes due to stakeholder feedback and governing body requirements. You

may need to retake some papers at your own cost to engorg qualification is relevant.
1 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 renrol for the following year, the College will not remind you.
You wil be required to attend a rentry interview with your Programme Leader and will be asked
to provide evidence that the reason for deferral will no longer affect you studies.
1 Readmittance to the course is not a given.

= =4
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REENROLMENTS

Students must applfor 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 attendancelf you do not attend Wellpark College for more thavotsemesters, you will need to prove
your current competency within your programme of study before youemeolment can be accepted. This
may require you to pass a challenge test and/or to underfaktiner study, including retaking courses
previously pased in order to bring your knowledge and skiskup to the level requiredCharges will be
made in accordance with those stipulated on the Recognition of Current Competency Form available at
Reception. Any queries regardingearolments please emadinrolmentadviso@wellpark.co.nz

CHANGE IN PROGRAMME

Students wishing to change their programme of study midway through a qualificationappistin writing

to FacultySupport tore-enrollin the new programme of studyaculty support will discuss thisttvihe
Programme Leader and Education Salnmittee.You will need t@o through an interview process with
the Programme Leaddyefore being acceptedTransfer of fees iBIOT possible Acceptance onto a new
programme of stuglis not automatically grantetb current students and prior completion of a programme
may be a factor when considering your application.

FEE PROTECTION

Wellpark College has an arrangement.in place with the Public Trust for the protection of student fees. This
will cover you for thedngth of your programme and it ensures that you will receive a refund of fees for

your unused period of study if theotlege is unable to continue to offer your programme. You should refer
any questions you have relating to the protection of feeg\t@wownts. This applies to both domestic and
international students.

CHANGE OF ADDRESY,PE OF BCOMMODATION
AND OTHER CONTACETAILS

You are required to adviseehCollege if you change your address, type of accommodation or other contact
details, such andline or mobile phone numberT.o do so, please ctact reception who will update your
records on the Student Management System.

FIRST AID CERTIFIG&AT

Prior toenrolling onto any Wellpark College programmstudents are required to complete a recogmize
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 tBardment Advisoithat the Unit Standards covered are equivalent t
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the present day requirement$Students wilheedto ensure that these first aid certificates are still valid at
the time of the clinical component of their programme.

For clarificatioron which courses constitute clinical classes, please also check withrittdment Advisar
Please note: First Aid cses usually cost between $150 a8250, depending on the provider with which
you choose to enroll. Your First Aid Certificate ningsturrentin 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.

GRADUATION

Qualification documentatiois not automattally awarded on completion of your programm€éou are

required to apply formally to graduate Applicationto GraduateForms are available from receptiand

on the Wellpark College website, and should be handed back or emailed to reception. Theigraduat

event is free of charge to Wellpark College students; however guests are charged a nomimalfiag

childrend 5S3ANBS 3INIRdzZE yRa I NB NBIldZANBR G2 4SI NI OFRS
responsibility. The college will advise waercademic 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 wishowever, this is not usually done.

The final date fograduationapplications is 6 weeks/ prior the date of theGraduation DayUnfortunately,
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 ceatfon from reception.

If you have a query regarding your eligibility. to graduate, please email reception at
reception@wellpark.co.nPlease note that you will not be eligible to graduate if you have mobvided a
valid currert first aid certificate to the ©llege or if you have outstanding assessments or fees.

*Please note that only one graduation event is held each year generally during the maiyphnilolf you
are enrolled in a July intake then yoillvattend 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 adjuto your new life in New Zealand.

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

29[ [t!wY / h[OMAIDMENT TO INTERNAONAL SUDENTS

Wellpark College has agreed to observe and be bound by the Code of Practice for the Pastoral Care of
International Students phalished by the Ministry of Educati. You can view copies of thede on request
from Wellpark College or from the New Zealand Ministry of Education website at
http://www.education.govt.nz/ministryof-education/legislation/regulation$o-supportinternationat
students/. Thereg a copy of the summary of thede in your Orientation Packagad on the Student
Notice Bard.

MEDICAL AD TRAVELNSURANCE

International students must have appropriate and current medical and travel insurance while studying in
New Zealand. Before being accepted on to Wellpark Caoflesgrammes you must have insurance that

will cover the cost of medicatgatment 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.

ACCIDENTNSURANCE

The Accident Compensation Corporation provides accident insurance for all New Zetikamd, residents

and temporary visitors to New Zealand. Treatment for accidents will be covered bfdrioss of income.
However, you may still be liable for all other medical and related costs. You can get further information on
the ACC websitat www.acc.co.nz

ATTENDANCE ANDRPGRESS

International students are expected to maintain 108&endancethroughout the course as per
Immigration NZ guidelines, and attendance will be monitored closely.

EUGIBILITY FOREALTH BRVICES

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 detailson entitlements to publicljunded health services through the Ministry of Health on

their website atwww.acc.co.nz

IMMIGRATION

You can get full details of visa and permit requirements, advice on rights to emplojymiéatv Zealand
while studying, andaporting requirements from th&lew Zealand Immigration Service website at
http://www.immigration.govt.nz

In instances where a student is not granted a Student Visa beferstart date of a programme, that
student will receive a full refund of fees and will not be permitted to start the programme.

BREACHES OF CODE
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If you have a complaint about Wellpark College breaching the Education (Pastoral Care of International
Studens) Code of Practice 2016, folléwS f f LI N] Qa F2NXIf O2YLX I Ayl LINB OS

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 emaddrisk@nzqga.govt.nOr, 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 websitehttp://www.istudent.org.nz/istudentcomplaints
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2017Calendar Dates

Semester One

Auckland Anniversary 30 January

Waitangi Day 6 February

Student Orientation Day 13 February, 18m-12:30pm
Wellpark Study Skills 14 Febuary, 9:30am 4:30pm
Term One 20 February t@3 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 Mayc¢ 9 July
vdzSSyQa . ANILKRI & 5June

Semester Two

Student Orientation Day 173July, 1@m-12:30pm
Wellpark Study Skills 18 July, 9:30am 4:30pm
Term Three 24 July t024 September
Term Four 9 October to 1IDDecember
Labour Day 23 October
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Contact Details

WELLPARK COLLEGE BRENNCAMPUS

Phone numbe 09 3660560

Fax number 09 3764307

Street address 6 Francis Street, Grey Lynn, Auckland
E-mail address info@wellpark.co.nz

Website address www.wellpark.co.nz

Postaladdress PO Box 78229, Grey Lynn, Auckland, 1245

WELLPARIKCOLLEGEKAWAIPURAPURACAMPUS

Street address 14 Mills Lane, Albany Heights, Auckland, Ogg®osite Mitre 10
Mega Store)

ACADEMIC EAM

Name Email Address Phone
Ext
Academic Leader Jill Dunn academicleader@wellpark.co. 712
z
Research Manager Phillip principall @wellpark.co.nz
Cottingham

BodyTherapies Programme | SueAdstrum |bodytherapies@wellpark.co.n3726
LeadernYoga & Massage)

Naturopathy Programme Leadg Julie Andrews| naturopathy@wellpark.co.nz |728

Nutrition Programme Leader |Sarah nutrition@wellpark.co.nz 709
Brenchley

Education Advisor (Mixellode) | Felicity Molloy educationadvisor@wellpark.cq
nz

Clinical Programme Leader |Lynda Bailey |TBC

Student Handbook v160719 This doument is updated frequently and all printed versions should be
considered void. Please visivww.wellpark.co.nz for a valid version. Palfof 108



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

AcademicAdmin Amber Ding |academicadmin@wellpark.co.| 731
z
Librarian Helen library@wellpark.co.nz 731
Kerrigan
Tutors As per Moodle Firstname.Lastname@wellpar
for each co.nz
programme

ADMINISTRATIONEAM

Name Email Address Phone Ext

Reception Charlotte Scanlan|reception@wellpark.co.nz 0

Enrolment Alvisor |Rina Poewerdi enrolmentadvisor@wellpark.co.nz| 723

Accounts Manager |Vinay Shah accountsl@wellpark.co.nz 722
Accounts Support |Seel 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

MANAGEMENT TEAM

Principal Phillip Cottingham| principall @wellpark.co.nz 733
Administration Prema Cottinghani adminmanager@wellpark.co.nz 728
Manager

Academic Leader |Jill Dunn academicleader@wellpark.co.nz 712
Accounts Manage| Vinay Shah accountsl@whpark.co.nz 722

Assistant Principal SavitriCottingham
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CammunicationBetweenthe Wllege & Students

The Collegenainly communicates with students via emailt istherefore vital that you open and read all
emails from Wellpark College, or you ymaiss importaninformation. Please notify theatlege
immediately should you have a change to any contact details.

The ollege tracks attendance & assessmenbrsissions with the sole purposd helping you to achieve
your study & career goals. This¢king § completed by Faculty Support ayau will be contacted directly
by this person should attendance become an issue or an assessment due date is missed.

The ollege also directly contactke following student groups once a montimternational Stdents
studentswho are under 25; antMaori/Pacifikastudents.Students who are studying under tivixed

Mode Deliverywill be contactedveekly. Thepurpose of this contacsito ensure everyting is going

smoothly for you ando offer assistance. Thisliy no means the only contact we wish to have with these
groups or any other studentswe are only a phone call or email away so please keep talking to us so that
we canassist you.

Tutors and your Programmeéaders are likely to contact you via Moodlerlio Messages. These will be
important course related messages & yshould read them carefully. If you should need to contact anyone
at the collegeplease see the contact list in this document.

Student Assistance

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

>

D> By By By D D D> D> D

RECEPTIONHBEALS WITH:

Your first port of cal they will direct you to appropriate-assistance

Contact if you are not able to atteralclas®n the day(pleasenote that all absence frorthe
college is recorded with or without a valid reason and supporting evidernbis is an NZQA
regulation.rather-than.a College one).

Assignment coversheets-and receipt of assignmétsome assessments
All forms

Purchase of items from the bookshop

Payment of tuition fees or other fees

To book an appointment with a member of staff (reception will phtreperson directly)
Messages to staff

Booking Lockers

Student IDcardgname badgedor clinical sessions

Lost property

Top-up photocopying account

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

Note: Reception services are available Monda¥riday 9:00ant, 5:30pm
ENROLMENT BVISORDEALS WTH:

A General course enquiries
A Enrolments

FACULTYSUPPORDEALS WIH:

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

A Tracking assessment submissions and dealing wiihasts for assessment
extensiongresubmissions

Processing examination resits
Generating Academic Transcripts annually
Attendance tracking
Pastoral Care:
0 International students
0 Contacting students of concern
0 YSSLIAY3a tNRPINIYYS [SIRSNAE dzZLJRIFGSR 2F &aiddzRSy
Withdrawals

A Initial enquiries abouDeferral applicatioa(which can only be approved by the Education-Sub
Committee in extreme circumstances)

D v B> D

v >

TUTORS DEAL IWH:

Requirements for the course, including assessment requirements

Content assistance

Course Outline

¢2 SYFAf | (dzi2 N RA NBeOaNModde oeindilO1 2y GKS LISNRERZ2Y
firstname.lastname@wellpark.co.nz

> > > >
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PROGRAMME LEADEBRE&AL WTH:

Enrolmentapprovalsand RPLS

Classroom issues

Academic progress and achievement includeagiing contracts
Programme/Content issues

> > > >

ACADEMIC LEADER DESAMTH:

Teaching issues
Curriculum issues
Consequences qilagiarism
Qualification development

> > > >

PRINCIPAL DEALS WITH

A Formal complaints

RESEARCH MANAGER DBAWITH

A Wellpark College Research outputs
A Research By, burnal Club, Northern A Ethics Committee Field Trip (degree year 3)

LIBRARIANG LIBRARY ASSISTAREALSWITH:

Issuing books and photocopying

IT helpdesk,-including Moodle and Turnitin
Academic and study skilisipport

Referencing and database selirgy assistance

> > > >

Note: AcademicClinicsare available on set days, please see the Student Notice Bdatrthe college or
on Moodle) or ask at Reception.

The library is open Mondayriday 9am to S5pm.
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OFFICEMANAGERDEALS WTH:

Health & Safety & buildmpissues
Timetabling

College issues

Human Resources

Single Data return

D >y >y > D>

ACCOUNTS DEALIWH:

C >

Payment of fees
A Studylink queries

WELLPARK®@LLEGHEEARNING BSISTANCE RESOURCES

One of Wellpark College aims is for practitiohased education to be advandtéhrough increased skills in
critical thinking, academic writing and information literadys part of your induction, the College provides
academic learnig and study skills workshops as well as ongoing weekly support

During orientation week two leaing workshops areun:
1 PD101 Study Skills
1 PD103 Essential Academic Skills. These workshops are designakie your learning more
successful. By not completing these workshops, you may be disadvantaged and unprepared for the
depth of learningequired n your program

As well as content assistance from your Tutors the College providefngregmademic 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 Rep&on. Online Students can Skype into these sessiy emailing théibrarian
directly onlibrary@wellpark.co.nz

HELP WITH REFERENCING
There is a section on Moodle called Writing and Referenciligi€ Ths resourcds set up tohelp you:

Correctly reference sources

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

9 Find online tools for developing referencing lists.

1
1
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LEARNING DISABILITIES

Students who have a formally evidencedining disabilityand have cited this on their enrolment forror
who ae identified by their Tutorot N2 ANJ YYS [ S| RBMNR Fyal @3 YHl& NRGJA &S
support.

ONEON-ONE ADDITIONAL SUPPORT

The College does not charge any mandatoesffor assistance however, students wishing to obtain-one
On-oneadditional 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 contac).défhilst

Wellpark @llegemay 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 afer 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 ssuden

COUNSELLINBOR STUDENTS

Gounseling support is availabl® Wellpark College StudentsThe service is free and is staffedrbgent
graduatesn psychotherapy and counkieag.drawn fromthe NZInstitute of Pgchosynthesis. Please see the
Studert Notice Bard for couns#or contactdetails-or-ask Receptio@nce 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:
i Wellpark College aepts no responsible for the provision of counselling

9 Counsell@d-may not necessarily be available in all-parts of the country

Dealing withConcerns

Wellpark College wants only the best for all of its stakeholflexsstudents, staff, industry, advigo
groups)and will do its utmost to support achievement and satisfactory outcomes for all parties.

The following systems are in place &xpressing concerns

A Suggstions box located in hallway distance students may choose to email
academicleader@wellpark.co.nz
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Regular stakeholder surveys, i.e. Student Evaluation Forms & Initial Surveys.
Emailing the Programme Leaders.

Emailing the Academic LeadarOfficeManager.

Formal Complaints Form locatedreception and on Wellparkollegewebsite.

Student Assessment Appeal Form locatedlirtlassroomgeception and on the website.

D >y >y > D>

Please see the Concerns and Complaints Policy on the College website for full details and to access
associated formsattp://wellpark.co.nz/concernsomplaints/

All formal complaints are considered by the Management Team. The College reserves the right to decide
the final outcomes/solutions. Complaints will only ¢onsidered for up to six months after the
occurrence.

Any assessment appeal mus# made within two weeks of receivimgarked wok and the resultusing the
correct form and processThe Colleganay referthe matter to a qualified and external assesar
adjudication

StudentFacilities

WELLPARK COLLEGE BKGEB A

The Bookshojocated in the reception area has only selecteduired texts for classe?lease see your
Required Textbook List for places to source your required texts #owvariety of inteesting books on

natural therapies, healing, health, plants, meditation, Ayurvedic medicine, yoga and spirituality are also
availablefrom the Grey Lynn campughe College Bookshop has@refund policy, @ please choose
carefully.Distance students areelcome to phone reception to discuss books available from the bookshop.

PREMA CLINIC FOR IOBENTFTO-STUDENT GNSULTATIONS

Please see reception if you would like to book-an appointment for.a clinical session-for-any of the
modalities offeredNominal feesare charged.

ON-CAMPUSSTUDENT KITCHEN
The kitchen facility provides space for you to heeeals and make hot drinkH.is notset up for you to
cook meals.There is a water filteand a refrigerator for your us@lates, cups and cutlery, as welltes,
milk or coffee, are not provided, but you may bring your own and store these in the cupboards.

Please ensure that you:

A Qean and put away dishes and cutlery after use
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A Place recyclableéms in the recycling container
A Ensure gas hobs are turned ofteafuse

COMMON ROOM AND HERBARDEN

At the Grey Lynn campukdé 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 segtiwvith 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 angkslaging
conducted close by.

ACCOMMODATIONANDMPLOYMENT

The Grey Lynn campudses not offer an accommodation service to students. However there is always a
range of accomnodation notices posted on the Student Noticeaid for rooms or houses to remt the

Grey Lynn area. The North Shore campus stiecommodatiorat very reasonable ratepjease see
reception

Employment opportnities are also posted on the Student NoticaBl and on the collegEacebook
Alumni page.

ADDITIONAL EXTERNAERVICES
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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 Gamhtig 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

2 KFGQa 'L ISt [AYS 0800 942 8787
Youth line 0800 376 633

www.youthline.co.nz
www.nzdf.org.nz
www.adanz.org.nz
www.fade.org.nz
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FURTHER SUPPORT AGERNS

Agency/Organisation
(Ethnic)

CONTACT

The Office of Ethnic Affairs
Language Line

www.ethnicaffairs.govt.nbr Emailinterpret@dia.govt.nz

For information about a free telephone interpreting service
providing help to talk to the following government agencies:
Accident Compensitn Corp; Dept of Internal Affairs; NZ
Immigration services; Housing NZ Corp; Work & Income; NZ Pol
35 languages offered.

The Office of Ethnic Affairs
Department of Internal Affairs

L4, 450 Queen Street, Auckland or PO Box 2220, Auckland
Ph: 362 729 or Fax: 377 3467 or
Email:ethnic.affairs@dia.govt.nz

The Office of Ethnic Affairs
Community Advisors in Auckland

Jennifer Jani€ Ph: 357 6168 or Mob: 025 271 3407
Email;ienny.janif@dia.govt.nz

Fezzeela RazalPh: 362 7968 or Mob: 025 802 563
Emailfezeela.raza@dia.govt.nz

Wong Liu ShuengPh: 362 7993 or Mob: 025 283 0264
Email:wongls@dia.govt.nz

New Zealand Culture Guidebook

www.nz.com/guide/culturd=or information and links to other sites
on Ethnic and Cultural communities within NZ, Language, Histor
Cultual ties, Museums, Literature and Music.

Ministry Pacific Island Affairs

www.minpac.govt.nz

www.cyberlink.com

Cross Cultural Communication, Vital Manners and BusinegpscEt
for different cultures.

WWww.accessnz.co.nz

For information on cultural New Zealand

Agency/Organisation
(Health)

CONTACT

Family Planning Association
FPA provides sexual and
reproductive health informatio
and clinical services.

FPA Helpline:

5 Short Street, Newmarket, Auckland. Ph: 5220120 or visit
www.fpanz.org.nOr Emailresources@fpanz.org.nz
Services include; @Qtraceptiong your choice, Sexually Transmitteg
Infections checks and pregnancy help. Translators are available
clinic visits on request.

0800 611 116

Auckland District Health Board

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

NZ District Health Boards

http://www.health.govt.nz/newzealandhealth-system/keyhealth-
sectororganisationsand-people/districtkhealth-boards/district
health-boardwebsites- this website will list all District Health
Boards within New Zealand.
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Hospitals

North Shoreg 09 4868900
Middlemorec 09 2760000
Auckland-09 3074949
Waitakereg¢ 09 8390000
Hamiltong 07 839 8899
Wellington-04 385 5999
Christchurch; 03 364 0640
Duneding 03 474 0999

{GFNEKAL) / KAf RN

www.starship.org.n2h: 3078900

Refugee Health

www.refugeehealth.govt.nfor refugees and new immigrants

Odyssey House

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

CADg; Comnunity Alcohol & Drug
Service

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

Alcohol Helpline

Ph:0800 787 797
Trained counsellors can provide you with advice or assistance w
drinking, or alcohetelated problens.

www.clubdrugs.org

For information on the dangers of drugs available to young adult
bA3IKUG /fdzoas WYWwl gSaQ SioOo

New Zealand Drug Foundation

www.nzdf.co.nzthis website mcludes 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.htfot
information on the code of health and disabil®y2 y & dzY S NI
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, Tke 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
Emailinfo@migrantactiontrust.org.nz

Citizens Advice Bureau

www.cab.org.nor 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.nZF 2NJ | O2YLX SGS fAad 2

throughout Auckland and New Zealand
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Auckland Rape Crisis

26 Wyndham Street, Auckland Ph: 366 7213
www.rapecrisisnz.org.nfor a complete list of Rape Criseentres in
New Zealand.

Presbyterian Support

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

Auckland Central Police Station

CnrCook 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.ner www.police.govt.nz/yes

Auckland City Council Road and
Traffic ceordinator

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

Gambling Problem Helpline

Ph:0800 654658ines open 24 hours Thurs/Fri/Sat. Aher 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

5Aalo6f SR

| AGAT S

421-423 Domimon Rd Mt Eden, Auckland. Ph: 638 8159

New Zealand Immigration

450 Queens Street, Auckland. Ph: 914 4100
Free phone0508 558 85%r www.immigration.govt.nz

New Zealand Income Support

450 Queens: Street,utkland. 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

LeslieChallis
Guidance Counsellor

17 Hazelmere Road, Sandringham, Auckland
Ph: 8155353

Chinese Life Line

0800 888 880 Provides councillors in Cantonese and Mandarin f
assistance on personal issues and helps new immigrants adapt {
inNZ

Shakiti Asig
Group

22Y8yQa

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

PARKING & BSES

The College providdsnited parking spaces for students at ey Lynrtampusand greet parking is also

available on Richmond Road, Francis Street and Wilton Street as well as@itifdsaing streets. Please

be aware that you must park at least one metre away from a residential driveway or risk being towed. Bus
stops are locatedm Richmond Road and within easy walking distance of the College. Bus timetables and
journey planners are available through the Auckland Regional Transport Websitemaxx.co.nz For

North Shore students, there i® parking available on site; however there is a free council cargtdhe

entrance to the groundst(is advisable to parktotherigh 6 & G KS OKAH)RNByYy Q& LI I &3N

WHEELCHAIRQCESS

The College has wheelchair access for disabled stud@fease pone reception ahead of time fo
assistance into the building.

LOST AND FOUNDR®PERTY

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

LOCKERS

Loclers are available for hire #te Grey Lynn Campus only. These%#@ 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 keyby the end of the academic yearsfually the last day of Novembej lose it you will forgo your
bond.Please seeeception to arrange a locker.

COMMUNICATION WITHHE COLLEGE

The college communicates with students by email. We are aware that email overload can be frustrating but
requestthat youdo open and read all emails from/Wellpark College: If you change your email address,
please contact reception immediately and alter your contact detailsiondle.

CATEGORY RATING

Wellpark College offers NZQA accredited courses. This redju@iethe college participatein regular
External Evaluation Reviews (EER). Copies of these reports can be found on the NZQA website
www.nzqa.govt.nzZWellpark College hascategory Tating and is on four year reviewdae. The last

review considered Wellpark Collegetaghlyconfident in educational performance and highly confident in
seltassessment.
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Seltassessment at Wellpark College

Feedback from Studentsta®, Advisory Committees and other stakeholders is useidform
effectivenessand improve the quality of training and services offered at WeKCollege.

STUDEN FEEDBACK

Students are encouraged to shdeedbackinformally and formally. Student Evaluations provide

valuable information which improves thgguality 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 Acadenaicd ManagemenMeetings and any remedial action requirisaninuted

and used to inform programme reviewdu are always welcome to emgibur Programme Leader,
Academic Leader @dfficeManagerwith any issues or concerns ey arise.Annuallnitial Surveysand
Graduation Surveys provide valuable information about psses which support students.

MODERATORHBEDBACK

Moderation processes are used to improve assessments and outcomes for learners. Changes made as a
result of internal & external moderation reports and are recorded amchmunicatedback to
assessds) and he college as needed

PROFESSIONEEDBACK

Feedback from the profession is obtained informally as result of employer contacts and formally
through meetingwith/Advisory Committees and Professionatdéciations. Advisory Committee
minutes record industry fedback and this is used to-inform programme reviewgasses and make
improvements as needed.

TUTOR EEDBACK
Tutor feedback on programmesdsscussed at PrBelivery and PodDelivery meetings.
STAFF EEDBACK

Staff feedback is encouraged and is obtainethlinformally 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 Survewre used to gather confidentif@edback and guide improvements.
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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.

COURSE INFORMATNOAS FOUND ON THE GRSE OUTLINEOZUMENT
(COD)

The COD contains information about Learning Outcotasl, 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 submisEi@ne may be other compulsory
requirements attached to the course such as Journal Club, Research Day or Northern A Ethics Committee
attendance or a field tripPlease ensure that you realdese CODS very carefuMou 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 reférkisce.
material will come in useful should you decide to purfurther study elsewhere and have to substantiate
what you have studied to date, the learning outcomes covered and your level of ledPlgage note:
Students only have access to Moodle records during the period the course is running and the College
chamges 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 assessment fiilme spent in selflirected study may be more

depending on the studentActual class time might be 75 hours and this would indicate that a further 75
hours should be spent learning at hom@enerally, the time you spend studying at home for your cairse
will equal:

Level 5 courses 1 hour classroom time to 1 hour selfrected study time
Level 6 courses 1 hour classroom time to 1oursselfdirected study time
Level 7 courses 1 hour classroom time to Rours selfdirected study time

ASSESSMENAEBDBACK AND BADES

Assessments includaut are not limited to assignmentgessays, course reports, case studies); practical
assessments; written exaniskts; worksheets/journal submisms; Moodle activities; Peerwise;
presentations; otheras found orto Course Outline DocumentAll assessments are tracked and followed
up by Faculty Supportf you have any querigggarding submissioof an assessment you should contact
your Faculty Support Person.

Student Handbook v160719 This doument is updated frequently and all printed versions should be
considered void. Please visivww.wellpark.co.nz for a valid version. P&agfeof 108



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

Feedback for assessments is given in the followingswa

1 Constructive feedback comments on your assignmerttshelp grow your critical thinking.

1 Marking Report for assignmentghis is a group feedback report from yomarker aml you can
locate this on MoodletWill give you some additional pointers asbaretop, median meanand
bottom grades for your information

1 Exams and testsyou will not get any feedback on these and exams/tests are not returned, you will
howeverbe able toview your grades on Moodle

The turnaroundime for marking assessmernts4weeks. You will be notified by email when your
grades are available for viewing on Moaodfeyou have not hear back about your grades AFTER 5
weeks please email your Facultypport Person. Please note themeek turnaround for marking does
not apgy to late submissions, reubmissions, or resits.

GRADE ALLOCATION ®Uél

Grade Mark Range

A+ 90¢ 100 Pass with Distinction
A 85¢ 89 Pass with Distinction
A- 80¢ 84 Pass with Distinction
B+ 75¢ 79 Pass with Merit

B 70¢ 74 Pass with Merit

B- 65¢ 69 Pass with Merit

C+ 60¢ 64 Pass with Achievemer
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C 55¢59 Pass with Achievemer

G 50¢54 Pass

D Below 50 Not achieved

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

LANGWGE REQUIREMENTS

All Wellpark College clinicahnd assessmentsust be conducted in Maori, English or New Zealand Sign
Language. Any client who is not able to conduct a consultati@ssessmentis one of these languages
must provide a transtar at their own cost.

ASSIGNMBETS

Please check your Course OutlDecumentfor:

1. Submission due dates.&Y¥ecommend that yourtransfer these dates to your personal diary and set
an electronic alert 4 weeks and 2 weeks prior to the due date.

2. Submission detailsSubmissions will generally be to Moodle; however a small number of
assessments are physically hadde or posted toreception.

3. Turnitin requirements. Please check your Course Oubioeumentcarefully as this will let you
know whether your assessment will bgn throughTurnitin. If so, we strongly recommend that you
submit your assignment well befoy@ur due date so that you have time to make any necessary
changes.Turnitin scores required for assessments are required to be UNB®BR

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

Plagiarismis taken seriously at the College, please readXbademic Integrity Policy this Student
Handbook.

Word Count
Many asessmentstipulate a word count and leeway of 10% above or below the word count allowaisce
acceptable You are required to state the word counh the Assessment Cover She&hemarker will stop
reading at the designated word count and only that part of your work will be marked.
LT &2dz NBIljdzANB KSt L) ¢6AlGK | aidenesmapbé belpfullil KS T2t f 26AY
1 Assessment content queries = see your course tutor
1 Assessment structure = atteragh Academic dinic for assistance
9 Searching for information and APA referencing = see the Librariaitorary Support
1 Troublewith Moodle = seette Librarian or Library support
1 Late submissions, missed due dates and examinations = see your Faculty Support Person
1 Queries regarding grades or Academic Transcripts = see your Faculty Support Person

1 Academic concerns = see your Programme-Leader.

1 Concens regarding the structure, weighting, or wording of the assessment = see the
Academic Leader

1 Assessment Appealdr@nd through reception to thé&cademic Leader

Submitting electronic assignments to Moodle

Assignments need to be uploaded in Word formaMoodle. If you require assistance with uploading
material to Moodle please contact the LibrarianLibrary-SupportEach assessment requires a
Assessmentdver Sieet (Blank copy on Moodle) that outlines name of course, Course code, assessment
number andstudents name and word count.

Moodle will only accept your assignment up until®a@m. on the assignment due dafiglonday). There

will be NO EXCEPTIONS to this rule, please do not ask as refusal mayQoiémally, cutoff for Moodle

was Friday esnings, we have extended this to 9:00&henday morningo allow students the weekend to

deal with any computer issues. You will be sent a notification email from Moodle when you slityoit

do not receive this your submission was not succes#fal recanmend that you submiyour assessment

to Moodleat 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
ASSESMENTS section.
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Submitting physical assignments through reception

Some assignments (for example Herbarium assignnvetitheed to be handed in or posteahysically.

These should be handed\vith acompletedAssignment Coversheet, whicHasated with he other

Wellpark brms 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 Auwapg

keep a copyf your physical assessment (fihoopy or photos work wellfor yourself. When your
assignment has been marked, it will be returned/ém. Distance learners posting in will need to use
registered signature courier post.

Examinations

You must arrive to your exam room on time and fpligpared.

All devices must be switched off during exams. All bags and devises must be placed up the front of

the room with the tutorinvigilator.

f ¢KS FTANBRG Mn YAydziSa 2F GKS ¢Sadk9ELltwmeyoda O2y&aA
mayretrieve pens, or visit the bathroom.

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

1 After the settling in period of 10 minutes no students will be admitted to the/éestm room/ no
exceptions. I& student idate they shouldreport immediately to reception.

f LT é2dz ySSR (2 dzasS G4KS o6l 0GKNR2Y | FGSNI GKS wasi
request the receptionist to escort-you to and from theifiies.

T tfSrasS dzasS GKS FANBEG mn YAydziSa FFGSNI G6KS wasSi

of the Test/Exang no writing may occur during this period. The remaining time is for completing

the Test/Exam.

Enter your name, student ID anlde 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 Tiesse notes will

not be marked.Alternatively, you can obtain scrap paper for writing on from the invigilattr.

paper MUST be handed back to the invigilator along with your Test/Exam before you leave the

room.

T 'yeé T aidSYLXi- G2 OKSEFG 2NJ O2L® Fy2GKSNI OF yYRARI
from the Test/Exam and-may result in disciplinary action.

1 NO lendiy or borrowing any item of written or writing materials from another candidate during

the Test/Exam.

= =4

= =

<
N

1 NO talking or otherwise communicating with other candidates during the Test/Exam.
1 NO leaving the room until % of the time has been passed for the Test/EXhis time will be
written on the white board).
1 NO returning to the room once you have left, until after the Test/Exam has been completed.
1 When you have completed your Test/Exam hand in your Test/Exam and any scrap paper to the

invigilator at the frontof the room and depart immediately.
1 Follow the Test/Exam structure instructions and answer the required questions for each section.

Student Handbook v160719 This doument is updated frequently and all printed versions should be
considered void. Please visivww.wellpark.co.nz for a valid version. Pagfeof 108



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

9 If you have answered a question, either partially or wholly, but change your mind and decide to
answer a different questim 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.

ASSIGNMENT SUBMISIN@HECKLISFOR STUDENTS
PRE STEPS

A Put all assessment dates for ALL coursge gour electronic calendar/diary and sefaur week
prompt.

A 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.

A Attend Academic dics if you require support.
ONE WBEPRIOR TO ASSESSMENT DUE DATE

A Ideally you will be finished your assessmengareek prior to the deadline.
Check word count is within 10% of limit.
Ensure your assessment has a cover sheet (blank coploodle).

Save asses®nt as StudentIDSurnameFiratneCourselDAssessmentiNber eg.
1234SmithJaneMS101Ass2.

You must keep an electronic copy of all your assessments
As soon as possiblelsmit your assessment in WORD FORMAT to Moodle.

A If your Turnitin score is over the required limit, rework your assess@ed resubmit until yoware
under the required limitPlease 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.

A If you have any issuestWwiMoodle or Turnitin please contatte Librarianor Library Supporbn
library@wellpark.co.nz

A You will not be able to submit an assessment after 9am of the morning the assedsuheag, If
you do miss-theut off you will need tocontactyour Faculty Support-and it will-be considered a
late submissioosing 20%. of the gradgethere are no exceptions to this, please do not ask as
refusal may offend

A ONLY one extension will be granted per student per year, so consider this option ONLY if absolutely
necessarylt can take up to two weeks to receive a response to a request for an extension.
Extensions must be applied fat leastONE WEEK PRIOR to the dat by using the Application
for Extension Form found in reception onthe website and submitting this to faculty suppofthe
application will be considered by the Education Sub Conamitthich meets once a week only. If
you do not have adequate time submit and hear back about an extension request pleaseacont
your Faculty Support person.

> > >

v
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MISSED ASSESSMENTS

Firstly, you will need to ascertain which of the following two categories applies to your sit(Atiprior to
the assessment due date Br after the assessment due datahd then contact Faculty Support

A. PRIOR TO THESSESSMENT DUE DATE

Extenuating circumstances may prevent you from submitting an assignment onirtimleich case you may
apply for an Extension. Only one Extension wiljiaated per year and you must produce formal proof of
circumstances and fill in the correct form and submit this to your Faculty Support pétstet this does
not apply in examination situations, if you are not going to be able to attend an examinationilf 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 exté&msmxiension will be granted to
you on only one occasion per year. Fanrimore, extensions will be granted only in the following situations:

1. lliness (supporting medical certificate required from a registered practitioner)
2. Extenuating circumstances which must be detailed withiten 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 extensionhd standard extensn for an assignment is one week and this is
negotiable in only very exceptional circumstances.

Extension applications are considered by the EducatiorcBatmittee and MUST be applied for. To gain
an extension on an assignment, you must applieast me week beforethe assignment due date.

Extensions on extensions will not be allowed.
IF YOU WISH-TO-PROCHH for an Assignment Extension by doing-the following:

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

1 Submit this form along with your supporting evidenteluding any work on your
assignment completed to date) lgymailto Faculty SupportPlease DO NOT submit
physical copieslf you do not have a scanner you maytwis 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 applicaibn by Faculty Suppart
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No 20% penalty will apply if the texision is approved.
The 4week 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. Yot applydor an extension for an
examination/test/practiced assessment

B. AFTER THESSESSMENT DUE DATE

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

Information on missedssignmentue dates

You can submit an assignmery to one weelbut you only have ONE WEEK to submit a late assignment.
You will need to contact Faculty SuppBiRECTLY for details on how to resubmit adagggnment up to
one week late as a special upload area ovollle needs to be created for yotihere is £20% deduction
from your grade for submissions up to.one week |tee 4week marking turnarountime does not apply
to late submissions.

If your assignmergubmissioris more than one weelate it is_consideed a fail Please see the FAILED
ASSIGNMENTS section.

Information on missedExams/Tests

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

FAILED ASSESSMENT

You will be advised by your Faculty Support Persgou have failed an assessment and younaéd to
submit an Application for Assessment Resit/Resubmission ®withinm one week of the notificationThis
form is available on the Wellpark College sigbor 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¥4 grade
exceptional circumstances can be proven with sufficient documentaitiefieducation SulCommittee may
award the full grade at their discretiodpproval 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 resisabmit an assessment:
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T lliness
1 Extenuating circumstances
9 Failure of first attempt

lliness: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 submitRS G Af SR R2 002 NRa OSNI
information about why the illness would prevent you from being able to attend/submit the assessment in

the period required.

Extenuating circumstancdf you fail to submit/show up for an assessment for some ogasther than
illness, you must make every attempt to notify the College of your absence on the day of the
assessment and the reason whyour circumstances will be considered by-Eaucation sub
committee. Documentation (e.g. death certificate etcy@&juired to support your request.

Failure of first attempt:If you fail an assessmeyou will be notified by Faculty Suppant your
assessor.You must apply to resit/resubmit your assessment wittiie weekof being advised of your
fail. You will be ganted one opportunity to resit only.

Process
1 Please fill in the Application for Assessment Resit/Resubmission Form (one form and one fee per
assessment).
Attach evidencehat you are eligible for a redf illness or extenuating circumstances apply.

Rest/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 applicationYou may choose to pay online if that is easier and print out gonfirmation

of payment as evidence of paymenplease see reception for bank account details and enter your
Student ID, course code, and RESIT in the details sethentee covers additional administration
processes required.

Email the followingad Faculty Supportcompleted 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 examinagisvorksheets):
A fee of $40 is charged per assessment resit/resubmission.

Practicalassessmentmcur 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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SUMMARY OF MISSED $65sSMENT PROCESSES

Circumstances

Assignment

Examination

Assessment submitted/sat on
time.

Submit to Moodle in WORD
FORMATwith an Assessment
Cover 8eetor hand in through
reception as requested on
Course Outline Document.

Ensure you plan to arrive atdst 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 ALEAST
ONE WEEK BEFORE THE DU
DATE.

Advise Faculty Support as soon as
possible and make an Application for
Assessment Resit/Resubmission usil
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 Persd
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 WiI
ONE WEEK and make arphgation
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 mae than one week
and up to twoweeks.

This is .consideredfail.
CONTACT FACULTY SUPPO
and make an Application for
Assessment Resit/Resubmissi
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 dategxam
date by more than 2 weeks or
has failed a resit/resubmission

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

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

The purpose of a leaiimg 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 failingromere

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 assessmémtlate.Learning contracts are not guaranteed and

are not entered into lightly.

A learning contract can cover up to 6 assessmeAtsy more than 6 outstanding assessments will require
the student to reenrol at their own costAll learningcontractassessments must be completed by™.1
December If this is not possible a learning contract cannot be issued and the student merstale

All academic assistance provided to those on a learning contract is free of charge. There are however
administrationcosts associated with these increased processing requireméntse 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 requiregrior to drawing up a learning contract following consultatigimaximum 50% mark
will apply for all assessments inthe learning contract.

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

AEGROTAT ASSES

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, gausesmy

apply for an aegrotat passYou will need to provideormallyR 2 OdzY Sy it SR S@A RSy OS & dzOK
certificate to support your application.

To be eligible for an aegrotat pass, you need to have successfully covered the material of thendurse
passed all assessments leading up to the et@@ level that satisfies the Collegeasses must be to a level
that satisfies the collegthat you would be clearly worthy of a pass, but have been prevented by critical
circumstances from demonstratingur knowledge at the time of assessmeNour application for an
aegrotat pass should be made in writing to your Programme Leader who consult with the Education
Subcommittee andavill advise you of the outcomeAegrotat for final exams is not automatindonly
available in exceptional circumstances.
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* You cannot apply for an aegrotat pass for a competency bassessment or where there is only one
assessment for the course

APPEALS

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

If the matter cannot be resolved you should fill inAssessment Appeal Fortacated ineach classroom,
reception and on the Wellpark website. This fogan be emailed directly to thacademic Leader
academicleader@wellpark.co.nz handed into reception who will forward it to th&cademic Leader

You will be advised of the outcome by email.

If there isstill 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 ofgoeiving your marked work and the
result.

YOUR ACADEMICERORDS

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 FacytiyoBuperson 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 hiavbe consulted.

If you have an Assignment Extension or have resubmittedss@sament then your final grade may not
show on youlacademic 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, nenompletions, withd-awals or deferrals.

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

PRIOR ASSESSEBARNINGCROSSEREDITING: CREDITTRANSFER

Internal: If you have successfully gained credits from one Wellpark College course, you may loe able t
transfer these credits to another Wellpark CourgeK A & A & | f 42 OlThereSsRofde NP &3 /
charged for this service.

Externallf you have gained credits at another college or university you may be eligible to transfer these
credits to aWellpark College qualificatiort KA a A& OIF ff SR W/ NBRAG ¢NI ya¥FSNI
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transfer must cover the entire content of the Wellpark College course and will not be approved for a partial
course componentYou will need to produce evidente 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. Anon-refundablefee of $50 per course is charged for this service.

NOTE:Applications for Gadit Transfer or Cross Credit must be made before enrolménytou apply after
the course starts no refund of fees cée made.

PRIOR UNASSESSED REMANG: RECOGNITIONF@URRENTAGMPETENCE
(RCG ANDRECOGNITIONMF PRIOREARNING (RPL)

You may feel you v& 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 WRere RCCpplies, 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 tp 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 coursdfstatisapply after the coues
starts no refund of fees cdwe granted.

NB: It is College policy that you can only be awarded a Credit Transfer or RCC/RPL fodraumaof 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 requirementsClasse$eld 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 Cogthesis an NZQA requirement.
Participation in those classes via Mix Mode Delivery will beitowad via Moodle.

Please check yo@ourse Outline Documeat 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 .§50%)attendance.

Even where the students is able to provide a doctors certificate theati@mdance cannot be disregarded,

the 80% attendance requirement is set so that students are able to complete even with extenuating life
circumstances such as illnesloweverLINE GA RAY 3 | 52002NRa b2d0S ftt26a
record for you regarding absences so that if you do require assistance such as a learning contract, the
Education SuBcCommitteecan make an informed decision.

In addition to class attendee, 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 Alllattendanceecords are

stored electronically as required by NZQA and monitofedifar 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 absentrh the college without legitimate reasons. If this happens, there
is the danger your visa to remain here will be cancelddents receiving a student allowance risk losing
this if attendance is below 80%.

If you stop attending classes in a course arrees 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 attendinglassesregularlyplease conact Faculty Support immaiately, 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 suspendzpaiied
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 domasiilents, 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.

Healthand Sfety on Campus

EMERGENCY AND EVACQUAN HRROCEDURES

Evacuation planare displayed in.each roonin the event of having to evacuate from Co#dguildings, the
assembly point iErancis Streefior the Grey Lynn campus, and Mills Lane for the Kawapura.

REPORTING AZARDS

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

REPORTING ACCIDENATD INCIDENTS

You should report any accidesnor incidents to receptioas soon as possible.istan Occupational Health
and Safety requirement (OSH) that relevant details are recorded.
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FIRST AI& EVACUATIOKITS

There are two first aid kitand evacuation kiten siteat the Grey Lynn Campus, one in the staff room and
the other in the libraryThere is one first aid kit on site at KP this is in the reception abee. is located at
receptionat both campusesand the other is in the tutor staffroorat Grey Lynn and in the office at
Kawaipurapura Wellpark College has a number of staff who haverbieained in first aidplease contact
Reception if you require first aid assistance.

FIELD RIPS

Special health and safety requirements relate to affnpus field trips. Youutor will brief you about
these and about the expectations and requirementdoth students anaollege personnel who take part.
You will be asked to sign a Field Trip Form for all field trips.

CLINICAL SESSIONS

If you carry out clinical sessions at the Prema Clinic or the North Shore campus, you will need to be familiar
with and @mply with the specific protocols relating to clinical practice. These are outlined in the Prema
Clinic Handbook at the end of tHtgudentHandbook All students must hold a current firsid certificate

when entering the clinical programme for ALL dfidtions. The reason for this is that you are dealing with

the public and have to hold required firatd knowledge should it be required.

PREGNANCY

In case of pregnancy whilst studying, it is advised that you contelhd Maternity Careregarding adve
on continuation of stuiks. If studying on a Wellpark Massage or Yfmggramme you are required to
provide Wellpark College with written permission from ybead Maternity Careio continue your studies.

POLICYEDUCATION, PREVEION AND FIRST AID ERTMENT OF
NEEDLESTICK INJURKESWELLPARK COLLEGE NATURAL THERAPIES

. Students are required.to .understand. the application.of assessments.such.as random glucose testing,
Multistix urinalysis ‘and-possibly-other tests that-might have associated riskth€bey-is-taught in the
classroom and discussed further at the beginning of their clinical experience.

. Before, students are permitted to carry out any of the above tests, either in the classroom, or during their
clinical experience each student will; readd 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.

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

¢CKS (dzi2aNJ gAtf 3AAGBS |y SELXIylLiA2Yy 2F GKS R2LIAZY

Universal precautions means
U Never to assume that there is no risk. If every patient is assumed to be potentially infected with a
blood bomne infection, the same precautions to prevent exposure should be used for every
procedure (NHS, national audit office, 2003)

U Wearing of gloves is mandatory for all procedures that undertake possible exposure to body fluids.
U No recapping of a needle afteaiking a blood sample.

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

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

U Explanation of the procedure to the client and consent is'gained.

U Wash hands after removal of gies.

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 proceduiie 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:

1 The tutor / clinical supervisor must first demonstrate the correct procedure to the siude

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

0 The student must demonstrate competency in carrying out each procedureafysis, random
blood glucoseand other tests as required).).
The clinic supervisoecords 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 ca® 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 ad must be applied immediately

Encourage the area to bleed.

Wash the area thoroughly with soap and water / alcohol swab. Do not scrub or suck at the wound.
Dry, and place a waterproof bandage to the wound

Seek medical care for advice re: blood tests, pydgttic exposure therapy anti-viral drugs, safe
sex, postinjury vaccination therapy

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

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

pPwbdPE

o

Behavior and Conduc

WELLPARK CODE OF @ANCT

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

9 Practice.open-antonest. communication in all relationships with individuals-and groups.
9 Be totally professional in dealings wih people.

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

Respecthe 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.

= = =4 =4

Refrain from unthical practices such as cheating, plagiarism and the falsification of aogdseor
Wellpark documentation.

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

9 Students must not bring onto the premisesrriae 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 cotse assessment and attendance requirements.

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

=A = =4 =4

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

Any serious breach of the above rules may result in suspensiexpulsion from the College.

NON-SMOKING POLICY

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 Smditee Environments Act 1990 and issieal on the following
principles:

9 allindoor areas of the campus are 100% smoke free

1 even outdoors, all members of the College community who do not smoke are entitled, so far as is
reasonably practicable, to be protected from secdrahd cigarette smoke wdn on campus.

1 the College supports all efforts and initiatives-to promote a srio&e lifestyle as the norm.

¢ it LIS2LXS 2y OFYLzA FyYyRk2N) dzAAy3 [/ 2tftS3S GSKA
promote'a smokdree lifestyle as the norm.

STUDERT PROMOTIONAL MATER [ Y 5 h{ ' b5 5hbQc¢{

1 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)

1 The name, content and design, including imag@®ctly 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 Colleddanager. ¢ollegemanager@wellpark.co.ynz
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Information TechnologyServices

STUDENT LIBRARY
See Library section ttis Handbook.
DATABASES

Wellpark provides you witfree access ta range of relevant articles on EBSS€enceDirectand Natural
Medicine database You can access thedatabasathrough Moodle.Please notéhe Science Direct
collections available to Wellpark are tB®cial and Behavioral Sciences, Health and Life Journal Collections.

ON CAMPUSINTERNET @GCESS

The student computerand internet.@ceson-campusareto be used for academic purposes oalyd
students must read and abide by the terms of the Online Acceptable Use &oficynd on Moodle WiFi
passwords are available from reception and the library.

MOODLEPROCESSES

This is a guidéor using? St £ LJ- NJ secdurd dbnling-B&ningortal. 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 intetrieowsers.

You will also needdobeReader 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 avidleals
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 programnearyl you will be enrolled in MS107 in semester 2, and after 1
December you will have until June of the following year to access materials from this course only).

If you encounter anyechnical difficulties please contadibrary@wellpark.co.nz
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TO ACCESS MOODLE:

A Open your internet browser
Go to the address bar
Highlight the address in the address bar

Press delete

> > > >

Enter the following addressnoodlewellpark.co.nqthere isalsoa direct link to Moodldrom the

Student Center page of the Wellpark webite

ThiswillbringupWelll NJ / 2t S3SQa a22RfS LR2NIIf olFla akKz2gy o

F e st o < N, I — 7

& = ¢ [ moodlewellparkco.nz

WELLPARK COLLEGE OF NATURAL THERAPIES

(&)
WELLPARK

Leading Natural Therapies

You are not logged in. ( )

TO LOG IN:
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- Click on Log in button at top right corner of screen (circled in picture above)

Login

Username / email 1234

Remember username

Log in

- Enter your username and paword (example shown above)
0 Your username will be your Wellpark Student ID Number (this will be on your enrolment
invoice and also on your student ID card)
0 The default password is: Changemel (Pleasey 2 i S G KS OFLAGEE W/ Q
- You will then bestepped through the process of creating your own secure password
0 Your new password must have at least 8 characters. It must also cohtaasal digit(s),
at least 1 lower case letter(s), at least 1 upper case letter(s)

o0 Change your password to one thaouwill remember and keep it safe.

- Once your password has been changed click66S W{ I S / KIy3SaQ odziliz2y
W/ 2y GAYydzSQ odzit2yd ¢KA& Attt (GF1S @2dz G2 @&2dzNJ

the bottom left of pageo add a profile picture, and more details if you wish. When finished use the
Waeé 12YSQ fAYy]l dzy RSNI Wbl @GAILGA2YyQ 61 a aKz2gy

home page.

WELLPARK COLLEGE OF NATURAL THERAPIES

()
WELLPARK

Leading MNatural Therapies

My profile

Academic Resources

Tutor Resources
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- The nextime you log on to moodle enter your new password and yadllilve taken straight toyour

home page(not your profilepage.

(£
LV

WELLPARK

Leading Natural Therapies

Site pages
My profile

Academic Resources
Tutor Resources

My profile settings

Blogs
Badges

-

N\

<&l You have assignments that need attention

<! You have assignments that need attention

@ You have Tumitin Assignment 2s that need attention

Customise this page

No files available
Manage my private files

(Iast 5 minutes)
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TO ACCESS YOUR COURSES:

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 tlourse 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 importantinformation relating to the cottae.
should check this regularly to keep-up to date.

0o ¢KAA Aa | 0O0SaasSR o0& OftAO1AYy3a 2y GUKS WbSga
- Course documents includingyr 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).

0 A coursewide marking report for each assessmenthaiso 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 sidef page) displaying upcoming events.
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