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College of Design and Commerce
WELCOME

Haere mai, afio mai, malo e lelei, nisa bula vinakekalofa lahi atu, kia orana!

On behalf of all of us at RAFFLES COLLEGE OF DESIGNCOMMERCE we welcome you. Thank
you for choosing to study at RAFFLES COLLEGE OF D&S & COMMERCE.

We are committed to providing you with a qualityuedtion so you can shape your gifts into skillsgor
sustainable career. All creative people have ed@nt. Innovators have the ability to take the
opportunities that life presents and create windofreconomic possibilities. Great artists go fartand
produce work for their communities and their cowuitrat enrich the well being of all people.

Education provides the key to this success. dtisbelief that every person has the right to arcation.
Education must have meaning, lasting value andleeta provide you with economic return. Education
is like a map, a navigational chart that will hedguide you through the sea of life. At RAFFLES
COLLEGE OF DESIGN & COMMERCE we aim to provide datgding education that leads our
graduates into positive employment and higher laegrsituations. For this reason, we give our stisle
more than the opportunity to gain knowledge.

We empower individuals with skills that can be sfammed into the work place. We endeavor to pevid
meaningful experiences that enable self-examinai@hself-determination. In particular, RAFFLES
COLLEGE OF DESIGN & COMMERCE sets out to achieve @overnment's tertiary education strategy
of: Contributing to the achievement of Maori deyetent aspirations; Raising foundation skills sd #ila
people can participate in our knowledge societydleping the generic and specialist skills New
Zealanders need for our knowledge society; EdugdtinPacific peoples' development and success;
Strengthening research, knowledge creation andkepta

Our vision is to become the best provider of spiseid education in the private training sectororened
for inspiring people to realise their dreams ancteed in their selected field. We will offer thighnest
quality of education throughout our range of progmaes. High quality education can only be achiafed
excellence is encouraged, and realistic standaedse and achieved on a consistent basis. Wéoaim
just that.

It is our desire to see our students attain susbdencareers through a solid foundation of induficpsed
tuition, and the preparation for work and studyisTwill ensure that our graduates become highlyghb
after by our stakeholders. Finally, education isjnst about learning. It is about achieving thaliy of
life that you desire. A qualification from RAFFLESOLLEGE OF DESIGN & COMMERCE will enable
you to achieve your goals. Doors will open that pever thought were there. Your learning expegen
will provide you with a foundation for achieveme8b, we challenge you, dare to be different...Haitk
that you can go beyond your limits...reach forgkg.



Mission

Our mission is to provide learners with the bestligyieducation that
translates talent into knowledge and skills toiggta life long career in their
chosen field.

Guiding Principles
0 Teach the qualification that employers need, taadard above their expectation;
o Open the door to life long career and learning opmities for students;

o Provide a second chance for learners who have ddbpf the formal education staircase;

o Provide opportunities for learners to study ovessgd@ough association with Raffles Education
Corporation;

o Train with integrity and spirit, to help studengsitn that they can succeed at life, a key lesson
beyond the Qualifications Framework; and

0 Recognise our responsibility to Maori as TangataeWla of Aotearoa.

Contact Information

Raffles College of Design & Commerce

Physical Location Telephone
317 — 319 New North Road, International +684369 1906
Kingsland, Domestic (09) 369 1906
Auckland, New Zealand.

Fax
Mail International +64 9 369 1907
PO Box 52040 Domestic (09) 369 1907

Kingsland, Auckland

E-mail: info@raffles.ac.nz

Websitewww.raffles.ac.nz




Programme Overview

Programme Title: Diploma in Design (Level 5)
Method of Study: Full-Time

Qualification: Diploma

NZQA Level: 5

Credit Value: 257

Duration: Two-Years Full Time (76 Weeks)
Intake: October 2010

9.00am — 12.30pm

Class Times:* (Monday — Friday)

Self-Directed Hours 7.5 Hours per week
Study Hours Per Week 25 Hours per week

Start Date: 04/10/2010

End Date: 14/09/2012

Breaks: Please see Academic Year Calendar in &€stio
Venue: Raffles College of Design and Commerce

317-319 New North Road
Kingsland, Auckland 1021

Room: 1
Instructors: Keith Crawford & Bruce Whitford
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In the following sections you will find specific théls about your programme of study.

1.

2.

10.

11.
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Entry Requirements: This section outlines the entry requirements fauryprogramme.

Purpose StatementThe purpose statement for your programme tellswioat the reason for the
programme is and what directions it can help yati.wi

Learning Outcomes: This section identifies the specific learning ames for your programme.

Staff Profiles: This is a list of the staff on your programme arghort paragraph about their
backgrounds.

Academic Year Calendar:Important dates outlined.

Course Structure: This section shows the units you will study antade the Credits, EFTS, and
how the units are taught in relation to Contact tdp8tudent Directed Hours, Directed Hours
Credit.

Timeline: This section provides an overview of your progmaets delivery schedule.

Course Hours: This section outlines the specific days and hotidelivery.

AssessmentThis section shows you exactly when assessmentscheduled for each unit. It also
provides an overview of the School's assessmeiisys

Kit List: This section outlines the contents of the equigraed products that are required for you
to purchase in order for you to attend this courBleese are compulsory course costs.

Support Resources:This section identifies additional support resesravailable within RCDC.
Site Maps.Where we are located and fire/emergency evacupten

Student Learning Agreement: This section contains the Student Learning AgreenTehis
document is a binding contract between you, thad&it” and Raffles College of Design and

Commerce, the “Tertiary Institution”. Its purpdsdo ensure you understand the Rules and
Regulations of RCDC, and your responsibilities dgryour course of study.



1. Entry Requirements

Students must be 16 years of age or over.

Must have basic literacy and numeracy skills.

A willingness to maintain regular class attendance.

Sufficient English proficiency for satisfactory aesnic achievement.
Demonstrate a willingness to learn and develop.

Have strong motivation to succeed.

Basic computer knowledge.
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2. Purpose Statement

Learning Pathways:
Diploma Design (Level 7) incorporating the BachabbDesign by RCDC Sydney.

Career Pathways: Graphic Designer, Studio Manager, Creative Direcrepress Manager, Web
Designer, Print Broker, Freelance Designer, anctfiieg.

3. Learning Outcomes
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4.Staff Profile

Your primary programme Lecturers dfeith Crawford/ Bruce Whitford.

Keith has extensive experience in the design industiyp, &#®a lecturer and a designer, specializing sigde
for print. This includes a publishing backgroundendhe worked withBBC books’and History Today
Magazine' He has also worked for ti8zience Museunin London developing large format exhibitions.
Keith's interests include history and culture ardwill be encouraging students to consider thesasawhen
developing their designs conceptually. Umniversity College Kensingtorih London, he taught creative
techniques as well as coursesamporate identity, copy writing andadvertising.

Your Head of Department and support lecturddrisce Whitford.

Bruce has 30 years of design experience in thé fiEhdverting, illustration and design. This backmd gives
students a wealth of knowledge and experienceaw dipon. Bruce teaches Painting and drawing, Adt an
Design History, Graphic Design, Academic writinglovie and Storyboarding.

You may also have input from guest speakers from to time. These are particularly valuable, asdhgiest
speakers have been selected because of theiriesgpamt contribution to their specialties. They ednom
various backgrounds and are well recognised witheir particular fields of expertise.

Other Staff Here To Help You:

Merlyn Yin
Student Services Manager (369-1906); E-Mail: merig@raffles.ac.nz

Merlyn is your first point of contact for any agsisce, advise, or support. Her door is never closed
Merlyn’s job is to ensure that you have appropriateels of support needed in order to successfully
complete your programme. If she can't help you,wlilfind someone that can. Merlyn is also theguer

to contact if you are going to be late or absent.

Grace Chow
Student Services Officer (369-1906); E-Mail: admmafdes.ac.nz

Grace administers the Library. She is also avaldblassist students in the event the Student @srvi
Manager is either busy or otherwise not available.

Sheetal Shrestha Singh
Reception/ Admin Asst; (369-1906) E-Maiheetalshresthasingh@raffles.ac.nz

Sheetal is responsible for fielding all calls andaarding messages to the appropriate people. pfiene

is staffed from 8:30 am — 4:00pm. A voicemail segvis available after these hours. When leaving
messages please clearly state your full name amdeacode. Please note that no personal messdbes w
be taken for students.

Herbert Sima
Academic Director (369-1906); E-Mail: herbertsimadftes.ac.nz

Herbert is responsible for the overall Academic aggament of RCDC. Herbert has an open door policy to
all students that have any academic issues or owce

Kelly Quah
College Director (369-1906); E-Mail: kellyqguah@r&f§.ac.nz

Kelly is responsible for the overall operationalmagement of RCDC. Kelly has an open door policglto
students that have any operational issues or casicer



5. School Calendar




School Calendar
Raffles College of Design and Commerce

2011
Design, Photography and Animation

Tuesday Wednesday Thursday Friday
January School Closed

Good Friday 22

June Queén;s B;rthda 6

October

Labour Day 24
November

December
5 5 Marking & Prep
12 13
19 20
Boxing Day 26 xDayObserved27 2 : School Closed




Important Dates

Semester Start Finish Study Weeks
Dates

Term 4 04/10/10 03/12/10 9

Term 1 07/02/11 15/04/11 10

Term 2 26/05/11 24/06/11 9

Term 3 11/07/11 16/09/11 10

Term 4 03/10/11 02/12/11 9

Term Breaks Year 1

Term 4 Break

B December —A February 2011

Term 1 Break

18 April — 25" April 2011

Term 2 Break

27 June — B July 2011

Term 3 Break

19 September — 3bSeptember 2011

Important Dates & Public Holidays

29 September 2010

Student Orientation Day

4 October 2010

Begin Diploma Programme

25 October 2010 Labour Day

3 December 2010 End of School Year
22 April 2011 Good Friday

25 April 2011 Easter Monday

6 June 2011 Queens Birthday

16 September 2011

End of Year 1

3 October 2011

Beginning of Year 2

24 October 2011

Labour Day

2 December 2011

End of School Year

6. Course Structure

The course is structured so that there is a mixdfintact learning, programme-directed learnimmmework,
projects, and assessments. In addition to variogjegts, students are also required to carry cattpmal work.
A work-place learning component will also be reqdiin some courses. Teaching is structured to erssur
balanced mix is achieved between theory and pedat@mponents.

When you pass all assessments in this course, ifblbawe met all academic requirements for thisreeuAll
of the unit standards in this course can be viesrethe NZQA website, at the following address:
www.nzga.govt.nz. A Unit Standards folder is avalgain your classrooms containing all the releuarit
standards and their contents. To view this listape ask your Lecturer for a copy.
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This programme is comprised of 2570 Learning hdwsere 1 credit = 10 hours of learning). Learniryits
for this programme are divided into the followingngponents:

Classroom Contact Hours: 17.5 hours per week
Programme-Directed Study: N/A
Homeword and Assessments: 7.5 hours a week (approx.

Please note that due to a variety of unforeseemnmistances, there may be slight variations in thgilolution
of learning hours.

This programme (National Diploma in Design Level 5)s composed of the following units below.

8 8 $ . *+-9

Course Units

Unit/Module Name Level Credit
&"66 1 ) 3
&"63 5 ) '6
&60. - ) 3

!
&624 8 2 '
&63& 8 ) &6
&63. 5 . )6
y <
&63C 0 '
&64) 5 0 '
8643 5 0 0
4)6 5 & '
#
".286 = '
"28&" 5 '
" 28& > ! . )
"28&' # 0 )
!
".28) 9 ! 0 "6
".28&0 7 ) "6
!
".28&2 5 ! 0 3
".2&3 - 2 '
".284 - 2
".2'6 5 )
"2 ! ) 3
"2'& 8 &6
"2" 5 0 .
".2) 5 ! )
".233 / '6
Total Credit Value
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7. Timeline

Course Calendar: Delivery Dates and Assessment SaleYear 1

NZQA Unit/ NZQA Assessment Name Type of Delivery Assessment
Module Assessment Date Date
TERM 4 (2010)
N/A Applications Training N/A 04/10/10 15/11/10
Design Theory Basics
Drawing Classes
2100 Obtain client approval for design Written/Practical/ 15/11/10 03/12/10
solutions Presentation
TERM 1
2086 Written/Practical/ 07/02/11 21/02/11
Presentation
15723 #
|
15732 8 Written/Practical 21/02/11 11/04/11
2108 5 Practical 16/03/11 15/04/11
5 <
TERM 2
15730 5 Written/Practical 26/04/11 16/05/11
2108 5 Practical 16/05/11 27/05/11
5 &<
2065 - Written/Practical 16/05/11 17/06/11
!
2094 5
15724 9
!
2098 5 Practical 13/06/11 24/06/11
2108 5 Practical 25/05/11 24/06/11
5 <
TERM 3 *Web Design Basics Theory/Practical 11/07/11 05/08/11
15726 7 Written/Practical 08/08/11 19/08/11
!
5940 5 Written/Practical 22/08/11 02/09/11
#
2079 8 Written/Practical/ 05/09/11 16/09/11
Group
Presentation

Note: Delivery and assessment dates are a guidevaaydbe subject to change.

* Dates for Web Design classes may be subject tngd depending on class members and Lecturer
availability.
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8. Course Hours

Your course is scheduled to run as indicated below:

Monday: 9:00am till 12:30pm
Tuesday: 9:00am till 12:30pm
Wednesday: 9:00am till 12:30pm
Thursday: 9:00am till 12:30pm
Friday: 9:00am till 12:30pm

There is one 15-minute break scheduled during tiasss.
Please note that due to a variety of unforeseemmistances, there may be a slight variation irt sted end
times. Your lecturer will inform you of any variatis.

Policy Note:

Regular attendance is required for you to gainlfathefits from your chosen course. We expect tmtoemed
if you are going to be absent from class. Our elasge small to enable the best learning oppoisrior you.
Please arrive on time, as late entries are dismipdi other students.

The School has an 80% attendance policy for aflesits. Student attendance will be monitored onilg dasis
in accordance with the following guidelines.

Late Arrivals:Classes close 15 minutes after the regularly sdaddstart time. Students arriving after this time
will be considered late. Lecture doors will be ledkafter 15 minutes of start time. Please waittlfier next
session before you enter the class to avoid dismupd the class.

Early DeparturesStudents leaving class early, without prior Leetls approval, will be marked absent for the
day.

Students At RiskStudents with 3 or more consecutive absences ongaing pattern of chronic absences will
be considered “at risk”. Student Services is resjid@ for monitoring and providing interventions fat risk”
students.

Involuntary WithdrawalThe process through which a student may be invafily withdrawn from RCDC as a
result of non-attendance and/or chronically poteratance.

Students Attendance Reguirement:
For International Students : RCDC is required by ia report any international students whose atiend falls
below 80%.

For Domestic Students: The school will inform Studiyk to suspend your student allowance if your
attendance falls below 80%. The school has thd rnighto reinstate the student allowance if we dbsee any
progress in the overall attendance.

Please call the Student Services Manager (3691896u will be late or absent. She will advise ydugcturer
accordingly.
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9.Assessment

Assessment System

As a student, you will be assessed against Unitdata@ls set by the New Zealand Qualifications Aditiior
(NZQA). At the end of your course, your outcomed & sent to NZQA in Wellington. An official recorof
learning will be issued to you every term.

Summaries of Learning and report assessment outcaiitidoe reported to NZQA when:

1. Students meet all certification standards;

2. Students fail to gain certification but havet mieleast one unit standard; and

3. Students who withdraw or are withdrawn, but whee met at least one unit standard, have paid the
fees in full and have no other funds owing to ReffCollege of Design and Commerce.

We are committed to carrying out fair, valid andsistent assessments to help you to achieve congyeie
your field. All assessments are internally and endly moderated to ensure the above policy goaids

Students are expected to turn their assessmentstime. All work turned in for assessments aeeploperty
of the College and may be retained for quality esste, auditing, and legal purposes. Studentseaponsible
for making their own copies of their assessments @her work turned in. The collegell not duplicate a
copy of your assessment or return any assessntentampletion of your programme.

Lecturers are expected to complete their markirthinilO days after an assessment is due. Studeanthry in
late assignments will be assessed according thateeAssessment Policy. Each assessment compkxjeies
a signed authenticity statement from the studesajoit is his or her own work.

Late Assessment Policy

You are expected to turn your assessments in oae. thssessments turned in after the due date, will b
considered “Late”. All late assessments will reeean initial mark of “Yet To Achieve/Fail’A penalty of
NZ$100.00 per assessmemtill be charged on all late submissions after dssessment due date. The late
submission must be made within a week from thessssent due date.

Failed Assessment/Resit policy

If you have submitted your assessments on timeoatalned a “Yet To Achieve/Fail” grade, you areeatd re-
sit the assessments (Not applicable to students lveite Assessment). You are required to pay at riesiof
NZ$100.00 per assessment. All re-sit assessmentssinioe submitted within one week from the release of
results.

Students with 2 or more “Yet To Achieve/ Fail” grace within one semester will not be allowed to contire
the programme. You are required to repeat the semésr and achieve a “Pass” grade in order for you to
proceed to the next semester.
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Academic Dishonesty

The School considers academic dishonesty a seoifeisce. Academic dishonesty means an action atipea
which may compromise, circumvent or otherwise defba purposes of assessment, and includes, mdtis
limited to —

Cheating;

Plagiarism;

Collusion; or

Assisting or attempting to assist any other stutiecheat or act dishonestly in any way.

Any student caught engaging in academic dishoneiity

Receive a fail mark for the assessment, examinatiortest involved. A future re-sit may be
granted at the discretion of the Academic Diregiooyvided the student has maintained at least an
80% attendance rate, has no overdue assessmedtiasndemonstrated a positive attitude
towards the school and in the classroom; and

Be issued a warning letter stating that any fuinfeactions will result in immediate dismissal
from the School.

Assessment Appeals
It is your right to ask for re-mark of your assesstrand exams result. To do this, follow thesesstep

1.
2.
3

Requests for re-marks must be madihin 2 weeks of receipt of mark.

Admin fee of NZ$30.00 must be made upon requeasséssment appeals.

See the Lectureand ask for an explanation on the marks you redeilfeghere is no resolution,
request a re-mark.

Lecturer will reconsider mark issued and eitherficonthe initial results or issue a revised mark.
If you are not satisfied with the outcome, requeséview from the Academic Director. Request
must be in writing and state the grounds on why lyelieve the Lecturer has made an error.

The Academic Director, at his/her discretion isittad to seek an opinion from the industry or
NZQA.

If you are not satisfied with the outcome, appeahe College Director.

If not satisfied with the outcome, you may wantcmnsider filing an official complaint with
NZQA at this stage. See the complaint proceduretsosein this booklet.

Certification
You will receive the qualification you enrolled fand you will graduate when you have completed all
programme requirements. These are:

1. Pass all the NZQA unit standards for the queifon you enrolled for.
2. 100% payment of all fees and charges owing fflddaCollege of Design and Commerce.

Qualifications will be withheld for:

1.
2.
3.

Unfinished unit standards.
Academic Dishonesty.
Withdrawal from the programme before it firés.

15



Graphic Design Level 5 Term 4 - 2010

Week 4-8 October Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - Mac Basics (K) PhotoShop (K) PhotoShop (K) PhotoShop (K) PhotoShop (K)
2010 12.30pm | Lab (RM1) Lab (RM1) Lab (RM1) Lab (RM1) Lab (RM1)
Week 11-15 October Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - PhotoShop (K) PhotoShop (K) PhotoShop (K) PhotoShop (K) PhotoShop (K)
2010 12.30pm | Lab (RM1) Lab (RM1) Lab (RM1) Lab (RM1) Lab (RM1)
Week 18-22 October Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - Illustrator (K) lllustrator (K) Illustrator (K) lllustrator (K) lllustrator (K)
2010 12.30pm | Lab (RM1) Lab (RM1) Lab (RM1) Lab (RM1) Lab (RM1)
Week 25-29 October Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - InDesign (K) InDesign (K) InDesign (K) InDesign (K) InDesign (K)
2010 12.30pm | Lab (RM1) Lab (RM1) Lab (RM1) Lab (RM1) Lab (RM1)
Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - Introduction to type Basic Design Theory Basic Design Theory Basic Design Theory Page layout
2010 12.30pm | Lecture Room (1) (K) | Lecture Room (1) (K) Lecture Room (1) (K) Lecture Room (1) (K) Lecture Room (1) (K)
Week 8-12 November Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - Page layout Typography and Design | Drawing Class (1) Marketing Basics Marketing Basics
2010 12.30pm | Lecture Room (1) (K) | Principles Drawing Room (B) Lecture Room (1) (B) Lecture Room (1) (B)
Lecture Room (1) (K)
Week 15-19 November Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - Packaging (K) Packaging (K) Drawing Class (2) Unit 2100 intro (K) Unit 2100 (K)
2010 12.30pm | Design/Marketing Design/Marketing Drawing Room (B) Lab (RM1) Lab (RM1)
Lecture Room (1) Lecture Room (1)
Week 22-26 November Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - Unit 2100 (K) Unit 2100 (K) Drawing Class (3) Unit 2100 (K) Unit 2100 (K)
2010 12.30pm | Lab (RM1) Lab (RM1) Drawing Room (B) Lab (RM1) Lab (RM1)
Week 29-3 December Class /Time Monday Tuesday Wednesday Thursday Friday
Morning Class October 9.00 - Unit 2100 (K) Unit 2100 (K) Drawing Class (4) Unit 2100 (K) Unit 2100 (K)
2010 12.30pm | Lab (RM1) Lab (RM1) Drawing Room (B) Lab (RM1) Lab (RM1)
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10. Kit List

Pens/Pencils

Notepads

UBS Flash Drive (highly recommended) 1Gb or better

Set of quality pencils (HB-6B)

Set of quality colouring pencils (18-24 colours)

Paint, Designers Gouache 12-14 colours in a box

(Reeves is a typical brand $14 approx. )

Paint brushes, Set of 5 or 6 (good quality suitable for Water colours or Gouach.
One plastic mixing tray for paints.

A quality pencil sharpener.

One quality rubber (Eraser).

One quality * Bockingford” A3 150g water colour block/pad

One Visual diary (A3 - an example will be shownto  you)

One 30cm plastic ruler

Double sided tape and or glue stick or both

One Digital Compact Camera (Recommended)

Minimum specifications: 8 mega pixels, 3x zoom lens

Recommended Example: Canon A495 — 3.4x zoom. Elgmivar better cameras are acceptable, as long

as they meet or exceed the minimum specifications.

BOOKS: Adobe CS4 Suite (Three Books ELASSROOM IN A BOOK SERIES)
Adobe In Design CS4;

Adobe lllustrator CS4; and

Adobe Photoshop CS4

Photocopies

Printing and photocopying service are available yiou in the School. You will be issued a Studentidi
password to access this service. Depending on y@guirement of your programme, you are allocated a
printing quota which is sufficient for your project

If you exceed your quota, you will need to top @uiyaccount with our Receptionist. Minimum top wgue is
in multiple of NZ$5.00.

Any printing and photocopying exceeding a studegtista will be subject to the following charges:

Print Size/Colour Printing Charge
A4 Black and White 12 cents per copy
A4 Colour 50 cents per copy
A3 Black and White 24 cents per copy
A3 Colour $1 per copy
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11. Support Resources

Assessment Appeals

Appeals against assessment results will, in thst firstance, be to the Lecturer. If the student becturer
cannot reach agreement the Programme Leader wiflider the appeal. All appeals must be made iringrit
stating the reasons/grounds why a remarking isaméed. In general, the assessed work will be reedally
another Lecturer qualified to assess it. If satitifa is not reached, the case will be referrethtio Academic
Director. Where the student wishes to make a comtplabout RAFFLES COLLEGE OF DESIGN &
COMMERCEappeal procedures, the student will be referraiédNew Zealand Qualifications Authority:

New Zealand Qualifications Authority
P.O. Box 160

Wellington

Phone: (04) 463 3000

Fax: (04) 463 3112

Problems and Complaints

Internal Processes
RAFFLES COLLEGE OF DESIGN & COMMER@HEcourages a non-adversarial approach to theutesobf
complaints. It is recognized that open relationskipe required for the achievement of the Schgul&s.

Initially, students should discuss their complainith their Lecturer on an individual basis. If shiloes not
resolve the complaint, students should take theptaint to the Programme Manager. If the complaartrot
be resolved at that level, it may be elevated & Alsademic Director for academic issues and toGbgater
Director for operational issues. If a complaint mainbe resolved at the Director level, it may bevated to the
CEO.

Complaints relating to the actions of specific amait staff members must be made directly to thedAoac
Director. Complaints relating to the actions of cfie administrative staff members must be madedly to
the Centre Director. The appropriate Director walke up the matter with the staff member concetvefdre
arranging a meeting that includes both partiegniattempt to resolve the matter.

External Bodies

All students are advised of their re-course toftlewing external bodies if they are unable to
resolve grievances through internal procedures:

NZQA

The Human Rights Commission

The Race Relations Tribunal

IEAA - For International Students - Details laterthis document.
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What is the International Education Appeal Authp(EAA)?
The IEAA is an independent body established to dathl complaints from international students

about pastoral care aspects of advice and servimesved from their educational provider or thevider s
agent.

The IEAA enforces the standards in the Code oftieec

How can | contact the IEAA?
You can write to the IEAA at:
The International Education Appeal Authority
Tribunals Unit
Level 1, 86 Custom House Quay
Private Bag 32001
Panama Street
Wellington

Tuition and Fees Protection
Please refer to your Student Handbook for detaitmation pertaining to protection of your fees.

Health Services
Students are not entitled to publicly funded heaétvices in New Zealand unless they are:

A New Zealand Citizen or New Zealand Resident
A resident or citizen of Australia, or
A national of the United Kingdom in New Zealand, or

The holder of a temporary permit that is valid 2oyears or more.

Accident Insurance
The Accident Compensation Corporation providesdeati insurance for all New Zealand

citizens, permanent residents and temporary vssitorNew Zealand. International students are redquio
provide their own medical insurance. Please refeydur Student Handbook for more specific informati
Further information can be viewed on the ACC webatithttp://www.acc.co.nz
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WELFARE SUPPORT SERVICE FACILITIES

Asian Health Support Services:
Ph: 486 8347

Mental Health Foundation:
Ph: 300 7010

Pregnancy Helpline:
Ph: 373 2599

Gambling Problems:

Ph: 366 6040

Ministry of Transport:

Tel: +64 9 379 0070

Fax: +64 9 379 0073

Email: info@transport.govt.nz
Website:www.transport.govt.nz

Auckland Regional Public Health Service
Ph: +64 9 623 4600
Email: arphs@adhb.govt.nz

Ministry of Health
Ph: +64 9 580 9000
Fax: +64 9 580 9001

Auckland DHB

Ph: +64 9 262 1855

Fax: +64 9 630 7431

Email: resourcecentre@adhb.govt.nz

The Ministry of Justice
Ph: +64 9 918 8800
Facsimile: +64 4 918 8820

New Zealand Police
Emergency calls
Ph: 111

Ph: (09) 302 6400

The Department of Internal Affairs
Ph: +64 4 495 7200
Freephone: 0800 22 52 52

The International Appeal Authority
(IEAA)

Tribunals Unit

Level 1, 86 Custom House Quay
Private Bag 32001

Panama Street

Wellington

Ph: + 64 4 462 6660

Email: ieaa@justice.govt.nz
Website: www.minedu.govt.nz
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12.Location and Emergency Evacuation Map

Site Location Map

EDEN
TERRACE
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Emergency Evacuation Map

Room 2 ' i =
| wcC | 3
wcC -
| Room 1 | i r?il
Sm' Q"m | Waiting Area |RW g
_____ Ty T
) irs % :|
M;:‘g';*' Office | oOffice | Office | Office | z
DOWN STAIRS FRONT DOOR
FIRE EXIT
]
]
{

CARPARK

/4
/

’

Assemble Here

the building through the
DOWN STAIRS FRONT DOOR

Rooms 4, Studio and IT &
FINANCE SHOULD EXIT VIA
THE STAIRS BY THE LIFT

Rooms 5, 6, 7, 8 can exit via
THE BACK FIRE EXIT DOOR
or THE STAIRS BY THE LIFT

Rooms 9, 10, 11 exit via_
THE BACK FIRE EXIT

IMPORTANT:

If your exit is blocked by fire
use an alternative!

1) Assemble at the far
end of the Carpark

2) Assemble in your classes
so that a roll check may be
done.
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College of Design and Commerce

STUDENT LEARNING AGREEMENT

Please keep this copy for your reference

Congratulations. You have been accepted onto yourrpgramme and have completed the induction
process. This document is a binding contract betweeyou, the “Student” and Raffles College of Desig&
Commerce, the “Tertiary Institution”. Its purpose i s to ensure you understand the Rules and Regulatien
of Raffles College of Design & Commerce, and youresponsibilities during your course of study. Please
note that failure to sign this agreement by the endf the first week of your course will result in ya not
being able to continue your course. Please see ydiecture or the Student Services Manager if you ha
any concerns regarding this agreement or any aspeciof the Raffles College of Design & Commerce
Student Handbook and the Course Handbook relatingd your programme of study.

Your Enrolment documentation, the RCDC Student Handbook, and the Course Handbook relating to
your programme form the basis for this Learning Agreement. RCDC will take all reasonable steps to
provide the highest possible quality of service irmeeting its obligations, as stated in the College’s
documentation.

It is noted, however, that from time to time, changs may take place in the timetables, teaching staff
equipment used and teaching systems, due to unfoeen events such as emergencies, acts of God, or
organizational changes. In light of this, you willbe notified of such changes and any subsequent effe
resulting from them within a reasonable time frame.

AGREEMENT
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SIGNATORIES
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