PLUS

Welcome to Learn Plus™.

This document provides you with information about LEARNPLUS™ and provides us with the information we need
to provide to NZQA. This forms a confract between Learn Plus™ Ltd and you, and will apply to all activities you
undertake with Learn Plus™.  Please provide ALL of the following information:

You can complete the form in pen and scan, fax or email it to us. Or, you can fill this out online and email it to
us. A copy of the completed form will be kept by Learn Plus™ and a copy will be given to you for your records if
ou did not keep a photocopy.

Personal Information

Title: Gender:

(Mr, Ms, Mrs etc)

First Nome: Date of Birth:
(required for NZQA)

Last Name: NZQA Number:

(also called NSN #)

If you have an NZQA number but have forgotten just write “forgotten” in the box above
Other Last Names: (in Mobile Phone:

case NZQA has your
records in another name)
First Name you like
to be called:

(if different from above)

Home Address:
(including postal code)

Email Address:

Work Address:

(including postal code)

If your course includes catering be sure to Work Phone :
email Learn Plus™ with your dietary
requirements info@learnplus.ac.nz
If you have any other special needs Learn Plus™ needs to understand them in order to
provide you with the assistance you may require. Tell us by email.

List any other qualifications you currently hold:
PROVIDE A COPY OF YOUR NZ BIRTH CERTIFICATE OR YOUR PASSPORT

HOWING YOUR VIS
O New Zealand Citizen

O New Zealand Counfry  of  your
Permanent Resident sy CifizeNship

O Australian Citizen/
Permanent Resident

Ethnicity (fick all that apply)

O Ofther >

NZ European/Pakeha Cook Island Maori Sri Lankan

British/Irish Tongan Japanese o

Dutch Niuean Korean ]

Greek Tokelauan Other Asian ]

Polish Fijian Middle Eastern ]

South Slav Other Pacific Island Latin American ]
group -

[talian Filipino African

German Cambodian Indian ]

Australian Viethamese Samoan Noft Stated ]

Other European Other Southeast Asian Other — advice which:

New Zealand Mdori Chinese
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Privacy Act 1993

Personal information collected, held and exchanged by Learn Plus™ is required to enable
it to comply with the Education Act 1989 and its role as an educational provider. The
collection, use, storage, exchange and update of personal information will be in
accordance with the Privacy Act 1993. Key points include:

l. Learners have the right to access and correct any information held about them.

Il Within Learn Plus™, relevant personal information will be available to staff
responsible for completing enrolment, maintaining records, providing tuition,
programmes and academic support, providing student services and for
maintaining discipline and order.

M. Learn Plus™ is also required to provide certain personal information to some
external agencies. These agencies may include the Ministry of Education, New
Zealand Qualifications Authority, Industry Training Organisations, your employer
and other education organizations.

Assessment

Before any NZQA assessment Learn Plus™ will talk with you about the time, location, and
expected process. The unit standards you are pursuing will be explained and you will be
given information about which qualifications those unit standards may contribute to.

You will be provided with clear feedback once your assessment has been assessed. If you
do not understand how your assessor has reached the assessment decision and you are
unhappy with the result you are encouraged to talk with Learn Plus™,

At any point before, during or after your assessment you are welcome to contact
helen@learnplus.ac.nz for guidance or support.

All work you submit must be your own. If you are found to have copied or plagiarised
another person’s work, you will get an automatic Not Competent/ Not Achieved
assessment grade, with the possibility of being banned from studying with LearnPlus in the
future. If you are suspected of cheating in this manner, you may be required to attend a
full face to face presentation of knowledge and skills in front of the directors.

On completion of your assessment, you are required to submit it to a plagiarism check
website: http://smallseoctools.com/plagiarism-checker/ . This tool will check for any
copied material and give you a percentage of unique content. You need to include the
results of this check when you submit your assessment.

Learn Plus™ Ltd’s Obligation:

« To provide you with a copy of the NZQA Unit Standards against which you will be
assessed.

« To explain in detail the tasks you must do and the level of performance and type
of evidence that is required in order for you to achieve success.

« To ensure you understand any special conditions, tools, information or processes
that are needed for each of the assessments.

+ To provide clear information about the timeframes for the assessment completion
and submission.

+ To allow for flexibility if you have competing commitments.

« To facilitate an assessment process that is based on objective analysis of concrete
evidence assessed against NZQA Unit Standards.

« To make sure you understand the Appeals Process for assessment decisions or
processes.
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+ To provide any resources you may need for the assessment if they are over and
above the normal workplace tools found in your workplace.

 To make sure you can easily access the site of the assessment and that the fime to
complete the assessment has been agreed by your manager.

» To provide an assessment environment that is free from hazards and dangers,
complies with all OSH requirements and has clearly marked emergency exits
which you are made aware of,

« To check if you have any special needs or culturally sensitive issues that need to
be accommodated during any of the assessment activities.

» To assess your work within 2 weeks of receiving it and provide your results and
feedback by email or writing. You will be given clear instructions of how o
successfully proceed in the event you did not achieve success the first time.

+ To commit that your results will not be discussed with any other person without prior
consent,

Learner’s Obligation:

* To commit to achievable target dates.

« To communicate with the trainer/assessor when any problem arises with the
training material, the assessments, the processes or the committed timelines.

» To make sure time is allocated to ensure success.

+ To make sure there is a secure place to keep all material.

+ To ensure all assessments are photocopied prior to submission and a photocopy is
kept by the learner.

» To ensure the work you submit is your own work and is accompanied by the
relevant feedback and verification sheets and supporting evidence.

Electronic Assessment Disclosure

| understand | may be sent electronic versions of assessment tasks and material to
complete as part of the programme that | am currently completing with LearnPlus™,

| understand these documents are the copyrighted property of LearnPlus™. | declare that
| will be the only user of these assessment documents and | will not reproduce, sell, store or
modify the assessment documents.

When | conclude this programme with Learn Plus™ | will dispose of any copies that | may
have.

Employer Interaction

If your company has arranged this training and/or assessment your manager and/or
supervisor will be kept informed of your progress

Complaints Process

If at any point you have a complaint or issues about any facet of the work done by Learn
Plus™ Ltd we welcome your feedback. You can contact the directors of Learn Plus™ by
email, felephone, fax or mail.
Helen McPhun
helen@learnplus.ac.nz
Mobile 0275 622 322
Roger Stephenson
info@learnplus.ac.nz

If you feel your concern or issue is not being addressed please contact NZQA:
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+ using the online process found at http://www.nzga.govt.nz/for-
learners/rights/complaints.html
There you will be able to download NZQA's process to follow.

OR
« by contacting NZQA directly at
The Complaints Officer
Quality Assurance Division
New Zealand Qualifications Authority
PO Box 160
Wellington 6140
Email Provider complaints found at www.govt.nz in the complaints section.
Phone 0800 697 296

| declare the details provided are correct and that | have read and understood the
information.

Learner’s Signature: Date:

Learn Plus™
Education Director
Helen McPhun

Learn Plus™ Signature: Date:
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