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Welcome from Our Group Executive Chef

Welcome to our World!

Our world offers you the lifestyle most people only dream about. You can, however, make it your reality.
Qualified Culinary Professionals are sought after worldwide, luckily everyone must eat, and most people
love food, so we are involved in an awesome career!

Where do your dreams take you...? Would you like to cook in a 5- or 6-Star Hotel situated on a beautiful
beachfront in Spain or in the Serengeti? What about catering for a private yacht in the Mediterranean
for a few celebrity guests or joining a cruise liner with 5000 passengers, stopping at different islands and
cities every few days? The choices are endless, and they will be all yours to make.

Chefs are passionate people, they work hard and play hard, they are passionate about food, they are
creative and most of all, love having fun in whatever they do.

We hope that this programme provides you with the steppingstones to open doors and enables you to
realise your dreams!

“Make sure that your signature is on every plate

S IYE

Thank you for choosing International Culinary Studio to provide you with
a foundation for your career in Culinary Arts.

1”7

The way to get started is to quit talking and begin doing!

- Walt Disney -
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About International Culinary Studio

At International Culinary Studio, we provide exceptional technology driven culinary education and bring
our classroom to your kitchen! We are accredited by the New Zealand NZQA for both Level 4 and Level
5 Cooking Qualifications as well by Worldchefs/City & Guilds for our Diploma in Professional Cookery
and Advanced Diploma in Professional Cookery. We are also recognized by the Worldchefs Association

for Recognition of Quality Culinary education —something we are immensely proud of.

Our courses are specifically designed to accommodate a student’s busy lifestyle, financial and cultural
needs with personalized one-on-one chef instructor assistance to guide you through your learning

process.

Our Values

* Excellence

e Integrity

e Innovation

= Passion
e Creativity
e Empathy

These values determine the way in which we conduct ourselves, both professionally and
personally, and are integral to how we interact with each other.

Our Academic Statute

The Academic Statute provides the academic statutory framework for International Culinary Studio, and
it sets out the regulatory requirements for staff and students in the institution. You can access this
under the Student Life Section of our website here.
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https://www.internationalculinarystudio.com/international-students/

Our AQMS (Academic Quality Management System)

This document is a collation of all our policies and procedures related to academic matters and the
services that support teaching and learning. You can access this and main policies and forms under the
Student Life Section of our website here.

Our Learner Management System

All learning material, assessments and your portfolio of evidence are retained in our Learner Management
System (referred to from here on as the LMS). Your online work will be carried out in the LMS.

Chef’s 10 Commandments

Your uniform is your
Tuxedo, wear it with
pride

Always prepare to
be prepared... check

Foods are always
hot and trending, so
make your career
one of life-long
learning!

Support local
suppliers of fresh
produce and
products whenever

Be a part of the team
behind the scene,
play your part in the
Chef Brigade!

To be at the top
of your game,
knowledge of

A rewarding and fun
career from your
creations will ensure
you always exceed
your customer
expectations!

To be at the top
of your game,
knowledge of
financials and

You need to be the
authority to make
hygiene and safety
your top priority...
always think safety
first, and clean as
you go!

Another key to your
ultimate mission,
always focus on

financials and
costing’s will give
you the fame!

able, follow the
philosophy of ‘from
farm to table

and check again your

i ; costing’s will give
mise en place

you the fame!

healthy foods and
nutrition.

Your Glossary of Terms and Role Players

Role Player / Term

Description

(ICS)

International Culinary Studio

International Culinary Studio is the training provider.

Accreditation Body

This will be the relevant awarding body of the selected qualification.
The accreditation body will determine the curricula and assessment
requirements of the qualification and in some cases set the final
exams.

Student / Learner /

These titles are interchangeable and refer to the person who is

Candidate gaining the qualification.

Each student has an assessor during their studies, the assessor may

or may not be the Chef Instructor. Students will have two assessors:

e International Culinary Studio Chef Instructor will be the Primary
Assessor. They will give instruction, guidance, and support
during the student’s studies, and will assess the student’s

Assessors practical and theory tasks.

e The Mentor Chef will act as the Secondary ‘Assessor’ and will
assess the student’s practical competency in a professional
kitchen environment and must be qualified for this position.
Please refer to the Industry Placement Requirements later in
this guide.
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Role Player / Term

Description

Chef Instructor

Each student will be assigned to a Chef Instructor who is qualified,
and an experienced lecturer. The Chef Instructor will act as the
Primary Assessor throughout the course and will prepare the
student thoroughly for assessment.

Mentor Chef

The Mentor Chef is the Secondary Instructor and will observe and
assess the student performing practical cooking tasks in person in a
professional kitchen environment (assessment will only be
conducted by a Mentor Chef if he/she is qualified to do so and only
if the programme that you are on requires this)

Internal Moderator / Verifier
/ Internal Verifier / Internal
Quality Assurer

International Culinary Studio appoints Internal Moderators /
Verifiers or Internal Quality Assurer (the names are used
interchangeably) who ensure that the assessment judgments made
by the Chef Instructor meet the requirements of assessment. They
will also review all competence claims from the Mentor Chef /
Workplace Assessor.

External Moderator /
External Verifier /External
Quality Assurer

The External Moderator / External Verifier/ External Quality Assurer
will also moderate assessment and ensure that assessment best
practice is maintained by International Culinary Studio.

Learner Management System
(LMS)

LMS is the online student portal, the LMS (LMS) through which the
student will access learning material, interact with their Chef
Instructor, and upload evidence of practical tasks and theory
assessment. You will also communicate via your LMS Inbox with
your chef instructor and all communication is saved for future
reference.

Student Management
System

Is the system that is used to manage student personal information,
tracks their progress and marks.

Formative Assessment/ Task

Formative Assessments are used to monitor a student’s progress
and understanding, and to assist in preparing for final exams if the
programme result in a Qualification.

Summative Assessment /
Task

Summative Assessments are generally used at the end of a learning
module, and they are used to ensure that a student has met the
standard or benchmark.

A Final Summative Assessment or Examination (theory and/or
practical) is also referred to as a Summative Assessment, this is
course dependent.

Industry Placement

An Industry Placement is a method of on-the-job training. To receive
the qualification, the student will be required to work a set number
of hours in a professional kitchen, where they will gain the
necessary practical experience. The student completes their
Industry Placement under the supervision of a Mentor Chef. This is
course dependent.
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The Programmes we offer

International Culinary Studio offers numerous courses, both accredited and non-accredited. Specific
information and fact sheets pertaining to the course selection that you have made can be found on our
website, www.internationalculinarystudio.com

We will be bringing our classroom to your kitchen with our cutting-edge technology-driven learning
system. These touchpoints will include synchronized teaching webinars, enhanced video content and an
exceptional Learning Management System where you are an active part of your own studies. You will be
paired with a chef instructor who will mentor and support you throughout your programme of study.

Admissions
Applicants must meet the following entry requirements:

e Have English language competence to undertake this programme, which is taught and assessed
in English. Applicants for whom English is a second language require IELTS (Academic) level 5.5
with no band lower than 5.0

e Students applying to enter the Advanced Diploma in Kitchen Supervision Programme must have
successfully completed the Diploma in Culinary Arts.

e Student pastoral care will be managed by International Culinary Studio according to the Pastoral
Care of Tertiary and International Learners Code of Practice 2021.

e These are open entry programmes with applications accepted from a wide range of students.

e Applications from mature students who are redirecting their employment opportunities and
career goals are also welcome and encouraged to join.

e Some courses require a student to be working in Industry, this is outlined in the fact sheet and
this handbook.

e International Culinary Studio will ensure that Students enrolled on each programme have the
potential and a realistic chance to complete the programme and gain the relevant qualification.

e International Culinary Studio will enroll every learner into our Student Management System.

Prospective students will be required to attend an online pre-enrolment interview with International Culinary
Studio prior to being accepted onto the programme of study.

Duration

Each programme of study varies depending on the course selected. This information will be found in your Offer
of Place Letter of the course you have selected and on the website.

Course outline for culinary programmes

Again, this is clearly defined on the Programme of Study depending on your course selection.
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Technical requirements

The following is a list of computer system requirements needed to use our LMS. It is always
recommended to use the most up-to-date versions and better connections. Our LMS will still run with
the minimum specifications, but you may experience slower loading times. Our LMS and its hosting
infrastructure are designed for maximum compatibility and minimal requirements.

For the most up-to-date list of system requirements and to test your browser click here

Computer
e The LMS Interface is optimized for Desktop Computers
Computer or Laptops (essential)
e The LMS is not officially supported on mobile browsers.

System Specs

Operating System

e Windows 8.1 and newer

e Mac OSX 10.6 and newer
e Linux — ChromeQOS
e Chromebook - ChromeQS

Tablet, Phone OS

Android 4.2 or newer. Certain aspects of the learning material
may not be available on i0S, and we recommend a laptop with
Google Chrome as the default browser.

Computer Speed & Processor

e Use a computer 5 years old or newer when possible.
e 4GB or more of RAM
e 2GHz Processor

Internet Speed

Along with the compatibility and web standards, our LMS has
been carefully crafted to accommodate low bandwidth
environments — Minimum of 512kbps

Screen Resolution

1366 x 768 and higher

Audio

Speakers / Headphones

Webcam

Good quality webcam to take clips of your practical tasks (if not
using mobile / tablet)

Screen Readers

Macintosh: Voiceover (latest version for Safari)

PC: JAWS (latest version for Firefox; we currently do not support
the Edge browser for accessibility)

PC: NVDA (latest version for Firefox)

There is no screen reader support for the LMS in Chrome

Supported Browsers

Our LMS support the current and first previous major releases of the following browsers:

Safari 18 and 18

This is not recommended. Please use Google Chrome as your
default browser on Macintosh

Chrome 130~ 131

Firefox 131~ 132

Extended Releases are not supported

Flash 25 and 26

Used for recording or viewing audio/video and uploading files

Responds Lockdown Browser

Supporting the latest system requirements

Edge 129 | 130

Cookies and JavaScript

Cookies just be enabled
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https://www.respondus.com/products/lockdown-browser/requirements.shtml

JavaScript must be enabled

We highly recommend updating to the most current version of your preferred browser. Your browser
will notify you if there is a new version available. Some supported browsers may still produce a banner
stating, “Your browser does not meet the minimum requirements for LMS”. If you have upgraded your
browser but you are still seeing the warning banner, try logging out of the LMS and deleting your
browser cookies.

LMS on Mobile Devices

The LMS interface is optimized for desktop displays and is not officially supported on mobile browsers.

Mobile Browsers

Visit the Apple store or the Play store to download mobile browsers. The following major browsers are
compatible with mobile devices:

iOS
e Safari

e Chrome

e Photon Flash Player (supports Flash )

Android

e [nternet

e Firefox

e Chrome

Note: Android default browser varies per mobile device.

LMS Mobile Operating System Native App Support

e i0OS 7 and newer (versions vary by device)

e Android 4.2 and newer

Required Components

Flash 9

Is required for recording audio and video in the LMS.
Other than these features, Flash is not required to use in
most areas of the LMS. Please note that some browsers
may no longer support flash.

Java plug-in

Is required for screen sharing in Conferences.
Please note that some browsers do not support Java.
**JavaScript must be enabled to run the LMS

For Media File Downloads Only

Excel 2003+
Word 2003+
PDF Reader All pdf readers acceptable

For Video Recordings for Practical Assessments and for Online Examinations

A Tripod A mobile phone
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http://helpx.adobe.com/flash-player.html
http://www.java.com/en/download/testjava.jsp

Kitchen requirements

Your home study kitchen equipment list

This is merely a guideline of equipment that you may need during your online programme
to prepare the required dishes (recipes). You may not need all this equipment initially and
you can purchase items as you progress through your programme.

General Home Equipment

Oven — Domestic

Stove Top — Domestic

Chiller & Freezer Fridge
Microwave

Electric Beater or Food Processor
Hand Blender

Cooking Utensils

Pots — Any small that can take approximately 500g of
products.

Pan — Any that can sauté and can fry products.
Baking Trays/ Oven trays
Oven Gloves

Kitchen Smalls and
Accessories

Apron

Chefs Knives — Cooks Knife & Paring Knife
Chopping Board

Thermometer

Tongs — Any type will suffice.

Can Opener

Whisk

Spatula/ Egg Lifter

Serving Spoon/Cups

Ladle

Sieve/ Colander

Measuring Jug

Measuring Spoons

Scale

Grater

Seasoning Containers — (Salt & Pepper)
Crockery — (to present your dishes on)
Pastry Cutters

Cooling Rack

Piping Bag & Nozzles

Bowl Scraper — Pastry Spatula (rubber)
Rolling Pin

Pastry Brush

Plastic Containers — For keeping product sealed in the
chiller

Kitchen Hygiene supplies

Hand Sanitiser
Hand Wash Soap
Kitchen Towel
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e Kitchen Swabs /Cloth
e Sanitiser — Surface General All Purpose

e First Aid kit — Plasters (Hygioplast — Blue waterproof and burn
aid gel/spray or cream)

Online induction

You will be required to attend an online induction session with your appointed Chef Instructor (this is a
requirement for all our accredited programmes of study). You will be required to use your laptop /
computer as your Induction cannot be done telephonically or on your mobile device. Instructions on
how to access this online induction will be sent to you via email in the week prior to your induction and
you will receive your login to the LMS during your induction.

During this session, your Chef Instructor will discuss health & safety, the layout of the online material,
the order in which you need to complete it, the Knowledge Reviews and Checkpoints, Practical
Assessments, and Summative Assessments. You will also discuss how to submit your Practical
Assessments via the LMS.

Your Chef instructor will also discuss the Student Handbook and the importance of reading this
document.

Learning material

Learner Material is included in your course fee, and it is essential that you have access to all Learning
Material for each session. All material is provided in the LMS.

You will work through the online learning material, including all Knowledge Reviews / Checkpoints,
Practical Assessments and Summative Assessments, in the comfort of your own home. It allows you to
have flexibility and earn whilst you learn but keeping within the programme module completion dates
and full programme completion date.

Uniforms

You are required to purchase your own chef’s uniform. The following provides you with a list of uniform
requirements. If you are already working in industry, full time, you may already have your full uniform in which
case, there is no need to purchase a new one.

Chef and Patisserie Uniform Requirements

A chef uniform is an important requirement of your course. In all practical assessment videos, you are
required to wear your full chefs” uniform.

Your uniform must be clean, tidy, and IRONED. It will not only prevent you from contaminating food, but
you will also present a professional image.

Adirty, untidy, un-ironed uniform is not evidence of a professional chef BUT a sign of a careless approach
to food hygiene and cooking.

At ICS we expect a high standard of uniform presentation. Please refer to your 'How to dress for the
kitchen' video which is part of your learning material in your programme.

Chefs Uniform Requirements:
e Chefs’ white skull cap.

e Jacket: white double breasted with white buttons. Chef/ Cookery students are required to
wear LONG sleeve jackets. We recommend that when you buy buttons you buy an extra set
as these can sometimes get lost. Remove when washing as the buttons can become weak in
the wash and break.
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Apron - white, can be a bib front apron or worn from the hips.
Chef Pants - blue (black) and white chequered chef trousers OR black chef trousers.
Shoes: Leather, no laces, closed in shoes OR chef clogs

NO funky uniforms, chef jackets or pants are accepted.

Patisserie Students ONLY:

Patisserie Jacket: white double breasted with white buttons. Patisserie students can ONLY
wear SHORT sleeve patisserie jackets. We recommend that when you buy buttons you buy an
extra set as these can sometimes get lost. Remove when washing as the buttons can become
weak in the wash and break.

Skull cap, necktie, apron, pants, and shoes - as per chef requirements.

Chefs in Trade

If you are already in-trade at the time of enrolment and your uniform differs from above:

Speak to your chef instructor regarding your uniform at your induction meeting.

If you have any queries, please contact your Chef Instructor.

Please Note: You will be able to Google Uniform Suppliers in your Country to find a suitable supplier.

Personal Hygiene

It is essential to follow these personal hygiene guidelines:

Wash hands before touching food, after handling raw food, after smoking, blowing your nose
and visiting toilets.

Never cough or sneeze over food.

Fingernails should be short and clean — do not bite them, do not wear nail polish, and remove
nicotine stains.

Cover sores and cuts with a clean, waterproof plaster.

No jewellery should be worn when handling food.

Keep hair clean, tidy, tied back and use clean headgear.
Bath every day and use deodorant.

When doing practicals, clean safety shoes must be worn.
Brush your teeth at least twice a day.

Do not smoke in food and service areas.

Keep moustaches and beards neatly trimmed.

Do not touch your ears, nose, or hair when handling food.
Do not lick your fingers when handling food.

Your full uniform must be washed and ironed after each practical assessment.

Kitchen Etiquette

These etiquette guidelines must be followed:

1. Correct, full uniform to be worn always: Neat, clean, ironed, clean safety shoes,
jacket fully buttoned, white apron only.
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2 No jewellery, except a watch / weddingring.

3 Piercings need to be suitable for the kitchen.

4. Nails are short and clean, no varnish or false nails.
5

Keep moustaches and beards neatly trimmed. Note in industry they may require you to be clean
shaven.

6. Hair clean, tied back, and loose hair pinned back.
7. You may not request to be addressed as Chef, regardless of prior experience.

8. No sitting on tables.

Programme of Study / Lesson Plan

Via the LMS and your personal calendar you will have detailed study due dates for each module
of learning with clear study requirements weekly. To stay up to date with your course, it is
important that you meet these study outcomes. Students can also personalize their calendar
and determine how many hours they want to study weekly/daily to meet the required
outcomes and due dates of modules.

Practical Assessments

Practical assessments are assessed. It is your responsibility to make sure you fully understand what is
expected of you prior to commencing a Practical Assessment. Your Chef Instructor is however readily
available to guide and assist you every step of the way.

By not completing and submitting your assessments, you will be found ‘not yet competent’ in the LMS
in the specific outcomes linked to the assessment and this will influence your competence in the
practical component. This is a requirement and must be a serious task.

Once you are ready to start with a Practical Assessment, the system will guide you in terms of what
evidence to upload into the LMS. Read all the pages relevant to the Practical Assessment (Assessment
Guidelines) carefully and make sure you upload the requested evidence to the page specified.

You must submit all the relevant evidence pertaining to a specific Practical Assessment, at once. If you
only submit one piece of evidence and return to re-submit another, the system will delete the first
evidence submitted. If you are not sure whether all the relevant evidence has been submitted, contact
your Chef Instructor. It is your responsibility to ensure that all relevant evidence has been submitted.
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All assessments are needed to comply with the final examination registration. If you fail to submit
assessments, fall behind in your work or you are not meeting the competence requirements, your
assessor will hold a discussion with you, which will be placed on your student file and Portfolio of
Evidence (POE).

Remember, poor performance and non-compliance will influence your examination registration and
industry placement.

Electronic Portfolio of Evidence (ePortfolio)

At International Culinary Studio, you will be able to build your ePortfolio (electronic portfolio) within
our LMS. This will enable you to showcase your evidence gathered during your studies by allowing a
prospective employer access to this ePortfolio. This evidence may be used to support applications for
jobs or for entry to continuing education.

Both internal and external moderators will, from time to time, check your Portfolio of Evidence for
moderation purposes.

There is a step-by-step video within the Welcome area on LMS on how to set up your ePortfolio so
please make a point of watching this and understanding how to set up your ePortfolio.

Programme Industry Placement

Industry Placement is a requirement for most professional programmes and can be carried out in any of
the following establishments: Hotels, Restaurants, Industrial Caterers, Guest Houses or Lodges. The
following explains the requirements for industry placement.

ICS Global Certificate in Professional Cookery

To achieve the International Culinary Studio Certificate in Cookery Qualification, students are required to
complete a minimum of 70 hours in a commercial kitchen in a position where you are preparing and cooking
food, working under realistic time pressures and timeframes. As part of this process, you will be expected to
complete your industry evidence collection logbook which will need to be signed off by your immediate
supervisor/head chef (Mentor Chef).

If you are not currently working in a commercial kitchen, it is your responsibility to source a suitable commercial
kitchen for this purpose. International Culinary Studio will assist you as far as possible and we will provide
guidance in terms of this process and the requirements. The chosen commercial kitchen must be approved by
International Culinary Studio prior to commencement of your Industry Practical.

ICS Global Diploma in Patisserie

There is no industry placement required for the ICS Diploma in Patisserie.

Document LQM_F2000-1-11 ICS Student Handbook Global Programmes Vé Document No LQM_F2000-1-11 V4
Department Learner Management Version 6

Date Created 15 April 2016 | October 2021 | Aug 22 | Dec 24 Review Date Dec 25

Page number 16 © International Culinary Studio




Global Diploma in Professional Cookery

To achieve the International Culinary Studio Diploma in Cookery Qualification, students are required to
complete a minimum of 120 hours in a commercial kitchen in a position where you are preparing and
cooking food, working under realistic time pressures and timeframes. As part of this process, you will
be expected to complete your industry evidence collection logbook which will need to be ‘signed off’ by
your immediate supervisor/head chef.

If you are not currently working in a commercial kitchen, it is your responsibility to source a suitable
commercial kitchen for this purpose. International Culinary Studio will assist you as far as possible and
we will provide guidance in terms of this process and the requirements. The chosen commercial kitchen
must be approved by International Culinary Studio prior to commencement of your Industry Practical.

Global Advanced Diploma in Kitchen Supervision Kitchen Management

The Advanced Diploma Programme requires chefs to gain experience applying supervisory skills such as
training, planning events, managing food safety and managing resources. Chefs enrolled in an Advanced
Diploma qualification will have already completed their Diploma in Professional Cookery qualification
and will either be working in industry or not.

Industry experience
The following provides guidelines for Advanced Diploma students with regards to industry experience:

e Chefs that are currently working in industry must have the opportunity to prepare and cook
advanced dishes, practice their advanced culinary and supervisory skills. A letter of confirmation
from their Head Chef, together with a copy of the menu will be required as part of the enrollment
process. A letter template will be provided as part of your enrolment.

e Chefs that have worked in industry and have been exposed to preparing and cooking advanced
dishes using advanced culinary skills and have been in a supervisory position (for example a Sous
Chef supervising staff), will be required to provide verifiable proof from their previous
employer/s together with a copy of the menu/s as part of an RPL process. This must be provided
as part of the enroliment process. An RPL document will be provided as part of the enrolment
process.

e Chefs that are not currently working in industry and need to acquire skills preparing and cooking
advanced dishes using advanced culinary skills and gain experience in supervision will be
required to arrange an industry placement and provide a confirmation of their Industry
Placement from the Head Chef together with a copy of the establishments menu as part of the
enrolment process. A letter template will be provided as part of enrolment.

For your benefit, International Culinary Studio will continuously build the best relationships possible with the
hospitality industry. It is expected that, should you go into the industry, you will uphold our good name and
high standards. Remember, these establishments might be your future employers.

Industry placement process (all programs)
You will need to complete a questionnaire so that you can get the best out of your industry placement.

All industry placement forms are available in your Industry Pack which is downloadable from the Industry
Placement section of your course.

Although you are responsible for finding your own placement, you will be required to supply
International Culinary Studio with the establishment names and their contact details and a copy of the
establishment menu, that may possibly accept you.

Placement is at the discretion of International Culinary Studio and a list of criteria must be met including
a copy of the menu of the establishment being submitted. This is to ensure that you will be exposed to
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a kitchen that will enable you to acquire the necessary skills.
International Culinary Studio is not responsible for your timetable or working hours.

Your Chef Instructor will verify your Industry Placement and monitor your progress and behaviour
continuously to ensure the match is correct. If, for any reason, through your own negligence or any
other reason, your practical placement is discontinued, it will be your responsibility to immediately
notify your Chef Instructor and to find yourself an alternative industry placement to complete your
training. Should you fail to complete the industry placement, your qualification will be affected.

Please also note that once you have found the alternative industry placement, it is up to you to notify
your Chef Instructor accordingly.

Mentor Chef Pack and Evidence Collection Logbook

Students will receive a Mentor Chef Pack via the LMS which explains the process to you and to your
Mentor Chef in Industry. This will be explained to you by your Chef Instructor.

Your Industry Placement pack includes an Evidence Collection Logbook that provides evidence of hours
worked and practical skills achieved. This is critical to meet the learning outcomes of your programme
of study.

Please also note that you CANNOT graduate from your course without having completed your industry

placement.
-
-

——

-«

It is your responsibility to ensure that all the required information is contained in your Evidence
Collection Logbook and to keep it up to date and to add any relevant evidence gathered in the
workplace.

Once the industry placement has ended and your Evidence Collection Logbook is complete and signed
off by your Chef Mentor (from industry), you are expected to upload your logbook onto the LMS. Your
Chef Instructor will review your Industry Evidence Logbook and confirm that the content and evidence
support the result and indicates that you can carry out tasks in a place of work that is consistent with
the objectives of the qualification.

Interim Review While Completing Industry Placement

Whilst you are in industry, your ICS Chef Instructor will contact the Head Chef/Supervisor that you report
to, to confirm that you have settled in, and periodic contact will be made to check on your progress.

Industry Placement Hours and the Worldchefs |City & Guilds Global Certification Digital Badge

If you have enrolled for a Global Diploma in Professional Cookery or the Global Advanced Diploma in
Kitchen Supervision Kitchen Management, and have indicated that you would like to earn your
Worldchef’s | City & Guild’s Global Certification Digital Badge, you will be required to complete a period
in a professional kitchen which produces a wide range and type of dishes outlined in the Global
Certification Handbook at a level that is the same as the badge that you are applying for, for example as
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a Commis Chef or a Chef de Partie. To earn your Global Certification, you will be required to:

e Diploma in Professional Cookery: complete a minimum of 140 hours in industry and three
months in the role of a Commis Chef.

e Advanced Diploma in Kitchen Management Kitchen Supervision: a minimum of 140 hours in
industry and three months in the role of Chef de Partie.

You will be required to provide a Witness Testimony Signoff Form, signed off by your Mentor Chef (in
Industry) upon completion of your hours, testifying to your competence in this position which will be
used to apply for your Badge. If you would like to know more about the Worldchef’s Certification, please
discuss this as part of your enrolment or with your Chef Instructor if you have already started your
course. The Digital badge will be awarded at the level at which you have achieved in your programme.

Industry requirements for Industry Placement

Prior to starting your Industry Placement, your Chef Instructor will conduct an evaluation of your
Industry Placement to ensure that the kitchen and business meets the following criteria:

Responsibilities, qualifications, and experience of the Mentor Chef

To mentor, guide and testify to your performance and sign off your Evidence Collection Logbook, the Mentor
Chef must be:

— Senior Manager in the business or business owner.
— A senior chef / supervising chef of the food business; OR.

— A person with at least 3 years of commercial food preparation experience at the level at which
the student is studying (for example Certificate, Diploma or Advanced Diploma). OR

— Forastudent completing their Global Certificate in Cookery, a person with at least a qualification
at the level of the Global Diploma in Culinary Arts; OR

— For a student completing their Global Diploma in Culinary Arts, a person with at least a
gualification at the level of the Global Advanced Diploma in Culinary Arts; OR

— For a student completing their Global Advanced Diploma, a person with at least a qualification
at the level of the Global Advanced Diploma or higher.

The Menu

The dishes on the menu must provide you with the opportunity to develop the practical skills and techniques
required by the qualification. It is therefore necessary that the menu offer dishes where you can gain the
practical skills at the level of the qualification you are studying towards. You will be required to provide copy of
the menu as part of the Industry Placement Application process.
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Commercial Kitchen Resources

The kitchen must have the following resources:

Fixtures and large equipment:

- Commercial grade work benches

- Commercial oven and trays

- Commercial refrigeration facilities:
o Commercial cool room or fridge
o Freezer

- Sink

- Food processor

- Grill

- Cryovac machine

- Slicing machine

— Storage facilities

Small equipment:

- Pots and pans

- Blender

- Can opener

— Containers for hot and cold food

— Colander

— Cutting boards

- Grater

- Knife sharpening equipment

- Knives (unless it is arranged with the student to bring their own knives)

- Mandolin

- Mouli

- Planetary mixer

— Scales

- Small utensils such as peelers, corers and slicers, tongs, whisk, stainless steel
bowls, thermometer, food safe gloves.

Organisational requirements

- Organisational food safety plan

- Equipment manufacturer instructions

- Mise en place lists and standard recipes

- Safety data sheets (SDS) for cleaning agents and chemicals.

Commercial ingredients

Variety of commercial ingredients for preparing dishes

Licenses, Food Safety and Health and Safety

— Business license to operate.

- Food Safety Control Plan

-  WHS Committee

- First aid box in the kitchen

- Atrained first aider on duty at all times

- Adequate and suitable PPE provided (e.g., gloves, hair nets)

Cleaning materials and equipment

- Cleaning cloths

- Commercial cleaning and sanitising agents and chemicals for cleaning
commercial kitchens, equipment, and food storage areas

— Dustpans and brooms

— Garbage bins and bags
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- Hand towel dispenser and hand towels

- Mops and buckets

— Separate hand basin and soap for hand washing
- Sponges, brushes, and scourers

Industry Code of Conduct

You must adhere to International Culinary Studio’s Code of Conduct, as well as the Code of Conduct of
the establishment where you are completing your industry practical, bearing in mind that these
establishments will become your referees on your CV. You will be required to acknowledge the Code
of Conduct in the LMS prior to starting your industry placement.

International Culinary Studio reserves the right to hold formal discussions with you (which will reflect in
your reference) should you display poor attendance, continuously arrive late for work, not adhere to
the establishment rules and regulations, or not complete the industry placement with the selected
establishment as stipulated.

As mentioned previously, if you do not perform according to the establishment’s requirements and the
Head Chef asks you to leave, it is your responsibility to find another placement.

Uniform and Presentation

Whilst in Industry you are expected to look neat and tidy, wear the correct, clean, and ironed uniform
including safety shoes and name badge (if applicable) at all times. You should always maintain a high
standard of personal grooming, which we have already discussed above.

Transport

You are responsible for your own transportation arrangements. International Culinary Studio does not
offer any travel subsidies to students.

Shifts and reimbursement

International Culinary Studio does not negotiate work hours or rates of reimbursement with
establishments. This needs to be done between you and the establishment.

Replacement Costs

If applicable to your programme of study, should you lose any items issued to you by International
Culinary Studio, a replacement charge will be levied against your account.

Assessment

Types of assessments

Throughout your programme there are various types of assessments:

Document LQM_F2000-1-11 ICS Student Handbook Global Programmes Vé Document No LQM_F2000-1-11 V4
Department Learner Management Version 6

Date Created 15 April 2016 | October 2021 | Aug 22 | Dec 24 Review Date Dec 25

Page number 21 © International Culinary Studio




Formative Assessments: These are Knowledge Reviews or Checkpoints throughout the course
modules. A Knowledge Review or Checkpoint will occur after a certain section of theory in your
online material. The purpose of the Knowledge Review or Checkpoint is to benchmark your
knowledge and to determine whether you are ready to move on to the next section within the
module. You have unlimited opportunities to take these assessments.

A Summative Assessment, which will occur at the end of the module. The Summative
Assessment has a selection of multiple-choice questions to be answered, covering all theory
within the specific module. You are required to achieve an 80% pass mark for all Summative
Assessments to be declared ‘Competent’ and you will have three attempts at the Summative
Assessment.

Practical and Theory Assessments occur at the end of most modules, and they assess your
practical or your ability to apply knowledge. This might be in the form of researching certain
aspects within industry, or by preparing a specific dish. You will be given very specific
guidelines for each Practical or Theory Assessment. You are required to MEET the
requirements for each Practical Assessment to be declared ‘Competent/Achieved’ and you will
have three attempts at each Practical/Theory Assessment.

To be declared ‘Competent’ (we use the terminology on LMS ‘Completed’) by the Assessor, it means
that you have ‘achieved’ the specific learning outcome/s and associated assessment criteria /
conditions.

Assessment Principles

International Culinary Studio adheres to the following assessment principles:

Validity

Assessment practices and methods used are in line with the stated outcomes of the module. The
assessment methods that are used are appropriate for the type of outcomes that are assessed.

Reliability

Comparable judgments are made in the same or similar contexts each time an assessment for specified
intentions is administered. The assessment instruments are of such a nature that different assessors
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would obtain the same assessment results under the same circumstances.
Transparency

Information on assessment has been made known to the students. Students will receive clear
information about the assessment requirements against which their performance will be measured
during the different assessment opportunities.

Fairness

Assessment systems are equitable in that all students are treated fairly without prejudice and with the
necessary assistance to overcome inability or special needs.

Achievability

Costs and practical implications of the assessment process are reasonable within the context and the
purpose of the assessment.

Authenticity
Evidence submitted can be attributed to the student without any doubt.
Sufficiency

The student has submitted sufficient evidence to allow the assessor to make a judgment decision
regarding the student’s competence.

Timely Feedback

Instructors provide timely feedback on formative and summative assessment tasks. Feedback enables
students to identify the sections that have been completed satisfactorily and to clearly know which
sections require further study.

Student Assessment Responsibilities
The student:
e Needs to ensure that s/he is fully informed of the rules and regulations of assessment.

e Must ensure that s/he is fully informed of the rules and regulations regarding the assessment in
a specific module.

e Commits him/herself to making an honest and dutiful attempt during assessment tasks.
Assessor/Chef Instructor Assessment Responsibilities
The assessor / chef instructor:

e Successfully applies the criteria for effective assessment in the practice.

o Effectively applies assessment for different purposes.

e In cooperation with the Academic Operations Manager, takes responsibility for their own
further development.

e Provide timely feedback to students. All assessment feedback to be provided to students within
7 (seven) working days after being submitted by the student.

e Final examination results are available to students within 10 (ten) working days of writing their
final examination.
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Assessment Appeals Procedure

The LMS stores the last submission of your summative assessments and practical assessment and your
assessment mark is recorded as your final mark.

Your summative assessments are marked by the system, and you will receive feedback from your assessor after
each of your practical and theory assessment submissions. If you feel that the assessor has been unfair, you
have the right to appeal against the Assessor’s decision for any of the following reasons:

e |f the assessment policies and procedures were not followed during assessments.
e If not all evidence available was considered during the assessments.

e The assessor was not a subject matter expert or did not have a subject matter expert available
during the assessment process.

e The assessor did not assess according to the performance criteria and range statement
stipulated in the unit standard.

Should you appeal, you must complete the Students Notice of Assessment Appeal form which can be
obtained from International Culinary Studio’s Administration Department at
admin@internationalculinarystudio.com and must be submitted back via the Administration Department. An
internal moderator will allocate another assessor to re - assess your assessment evidence and hold an
appeal hearing.

Should the appeal assessor re-affirm the first assessor’s decision, you may appeal to the external moderator
within two days after the appeal assessor’s feedback session. If the external moderator upholds the appeal
assessor’s decision, the cost for the re -evaluation will be borne by you. Should the moderator’s decision differ
from the assessor’s decision, the cost of the re-evaluation will be borne by International Culinary Studio.

Pass requirements

The following pass marks apply:
e 80% pass mark on all summative assessments.
e MEETS for all practical assessments.

e Confirmation of a minimum industry hours in your
Evidence Diary.

(L)

e MEETS for your final practical and theory
examinations.

Examinations
Eligibility
You need to qualify to be eligible to write exams. The following criteria needs to be met to be entered:
o 80% pass mark on all summative assessments.
e Competent for all practical and theory assessments.
e And: Certificate in Professional Cookery: Must have completed up to and including module 10.
e And: Diploma in Professional Cookery: Must have completed up to and including module 14.
e And: Advanced Diploma in Professional Cookery: Must have completed the full programme of study.

To achieve your respective qualification, you are required to sit and pass your final online examinations.
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You will be given the dates when your examinations will take place well in advance. It will be your responsibility
to make sure that all personal information given is correct and true.

Students need to be flexible as some examinations may be held over the weekend and some during the week.
The cost of the first examination is included in the course cost.

Should a student need to re-sit an examination they will be required to carry the cost associated with the re-
sit. Please refer to the Re-Assessment Policy.

. b |
= -
’
INTERNATIONAL

- CULINARY
STUDIO

Examination Rules
General examination rules

Theory examinations are online via the LMS. The following general rules apply to examinations (it is also
referred to as the examination venue/room):

1. You must be on-line at least half an hour prior to the scheduled start of the exam.

2. No notes or textbooks or any material of this sort are allowed in the exam venue/ room unless
itis allowed by exam rules. Any notes or books must be handed in or left outside the room.

3. No mobile phones or any other smart device or programmable equipment will be allowed in
the exam venue or room. If you have brought any of these into the venue, please remove it from
the room.

4. No communication is allowed in the exam venue. The only communication may be with the
invigilator or readers.

5. If in an examination venue, for the invigilator’s attention, please put your hand up to attract
their attention.

6. Questions will be supplied in English and marked in English unless another language is specified
by regulations.

7. Invigilators or readers cannot explain questions to you but may assist you with reading the
question.

8. No eating is allowed in the exam venue / examination room. Clear water bottles are allowed.

9. If in an examination venue, if you finish your work and wish to leave, put your hand up so that
the invigilator can finalise your online examination.

10. The invigilator, prior to the exam, will explain all examination rules again.
11. By starting the examination, you agree that you have understood and accepted these rules.
Online examinations process and rules

The following process and rules apply to online examinations:
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The Invigilator will start the video recording of the examination as soon as both the student and
the Invigilator are on-line and will advise the student that they are starting the video recording.
This recording will be retained as evidence for any future moderation requirements.

The student taking an examination must prove their identity prior to the examination by showing
a copy of their photo ID (a passport or driver’s license) with their webcam (their face must be
fully visible).

The student must show the invigilator the test environment by making a 360° video of the test
environment with the webcam; this video must be suitable to enable the invigilator to check
whether the environment is in line with the examination requirements.

If the use of books is explicitly allowed during the examination, the student must show the book
by means of a video recording. The student must at least show the front and back covers of the
book and must browse the book slowly and this video recording must enable the invigilator to
assess whether the examination requirements are suitable.

The examination environment in which the student takes the examination must:
a) be quiet and tranquil.
b) Not have any other people in the room.

c) On the desk or other workplace, there may not be anything except a computer and, in
case the computer does not have an internal webcam, an external web camera. All other
materials must be removed, unless explicitly permitted.

d) There may not be sounds from music, television, or any other sounds in the background.
e) There may not be other computers or similar devices running in the examination room.

f) Lighting must be of "daylight" quality and overhead is preferred if possible. If overhead
is not possible, the source of light should not be behind the student.

6. During the examination the student must:

a) not communicate with anyone or talk out loud (not to him-/herself either).
Communication is allowed only in case of emergency and only with the invigilator.

b) not leave the room after starting the Examination.
c) face the computer screen during the Examination.
d) not take screen shots during the Examination.

e) not use any other applications other than the LMS.

f) notallowed to surf on the internet and/or to consult digital data or web pages or to have
these opened unless this is explicitly permitted.

g) Answer examination questions by clicking with the mouse or a similar device on the
alternative.

h) not wear ear plugs or headphones.
i) Be dressed appropriately and always behave decently.

j) Install webcam software (as advised by your Chef Instructor prior to your examination)
on your mobile phone which will be used in the process for the Assessor to view your
keyboard activity.

7. Computer/Webcam setup during the exam:

a) Before the examination, the student must download the required monitoring App
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(advised by your Assessor) onto their mobile phone and set up their module phone on
their tripod with the camera facing down on their keyboard.

b) The webcam and microphone required for the exam must be enabled and running.
c) The Webcam must be focused on the student taking the examination, always.

d) The student’s face must be positioned in the center of the webcam view and must be
visible throughout the duration of the Examination.

e) Nothing may cover the lens of the webcam at any time during the Examination.

f) The student is not allowed to have desktop sharing software installed and activated on
their computer.

8. Internet connection

a) The student must have a good internet connection. Should the connection be
interrupted or lost, and the student is no longer visible to the invigilator (i.e., the student
cannot be seen on the screen by the invigilator), then the invigilator will stop the
examination, and the examination will be rescheduled and treated as a re-assessment.
Please refer to the Re-assessment Policy.

Non-attendance at Examinations

Should you become aware that you are unable to attend the examination, please notify your Chef
Instructor as soon as you become aware that you will be unable to attend but at least 2 hours prior to
the examination.

In the event of illness, a bereavement, or another emergency, you will be required to produce proof of
this, for example a Medical Certificate, and there will be no cost for reassessment.

Should you be unable to provide suitable evidence then you will be required to pay for a rescheduled
assessment.

In any of the above cases your next examination will be rescheduled to the next examination date.

Recognition of Prior Learning (RPL)
The purpose of Recognition of Prior Learning (RPL) is to grant credits towards qualifications.
As defined in the NZQF Industry Training Programme Approval Rules 2012:

“Recognition of prior learning” means a process that involves formal assessment of a student’s relevant
and current knowledge and skills (gained through prior learning) to determine achievement of learning
outcomes of a qualification for the purpose of awarding credit towards that qualification; and for the
avoidance of doubt, it does not include credit recognition and transfer.

“Credit recognition and transfer,” means a formal process whereby credit for outcomes already
achieved by a student in relation to a qualification is recognised as credit for comparable outcomes in
another qualification.

Measurement of the learning takes place against specific learning outcomes required for a specific
qualification, and credits are awarded for such learning if it meets the requirements of the qualification.

Should a student wish to apply for RPL, please email cro@internationalculinarystudio.com.

Re-Assessment Policy

Any student on a full-time programme found to be not-yet-competent in an assessment may apply for
re-assessment under certain conditions. This refers to all assessments including practical assessments,
assessments and end point practical and theory assessments also known as exams or examinations.

Document LQM_F2000-1-11 ICS Student Handbook Global Programmes Vé Document No LQM_F2000-1-11 V4
Department Learner Management Version 6

Date Created 15 April 2016 | October 2021 | Aug 22 | Dec 24 Review Date Dec 25

Page number 27 © International Culinary Studio



mailto:cro@internationalculinarystudio.com

The assessor must provide the student with feedback after a student’s first assessment attempt, and
plan for a re-assessment if requested so by the student. The assessor must also give the student
feedback after subsequent re-assessments.

International Culinary Studio will only conduct re-assessments after the student has been declared ‘not
yet competent’ and at the students request to be re-assessed again.

There will be a fee for re-assessment which is based on the current, published re-assessment fee
structure.

The number of re-assessment opportunities will depend on the programme of study the student has
been enrolled into as follows:

Certificate in professional Cookery, Diploma in Professional Cookery and Diploma in Patisserie

1. The student will have a total of three assessment opportunities for practical assessments,
assessments, or tasks to be assessed. This includes one first assessment and two re-assessment
opportunities.

2. Forthe end point assessment (also known as an examination) the student will have:

a. A maximum of three assessments for the theory assessment which includes one first
assessment with two re-assessment opportunities.

Advanced Diploma in Professional Cookery

1. The student will have a total of two assessment opportunities for practical assessments,
assessments, or tasks to be assessed. This includes one first assessment and one re-assessment
opportunity.

2. Forthe end point assessment (also known as an examination) the student will have:

a. A maximum of two assessments for the theory assessment which includes one first
assessment with one re-assessment opportunity.

Note: Where applicable, reassessments will only be conducted on whole practical assessments,
assessments or tasks and not parts thereof.

Student Feedback on Assessment

For full programmes of study assessments, feedback is provided in a written format in the Learner
Management System. If an online meeting is required by the student, then the assessor will proceed as
follows:

Welcome the
student to the
feedback session
and put the student
at ease

Review the purpose
of the feedback
session and ensure
confidentiality

Identify the
oblectives that will
be reached during
the re-assessment

Discuss and confirm
the assessment
performance

Ensure the student
understands your

decision and why it
was made

Make your comments
specific to the performance
criteria by providing
relevant examples and
explanations

Be precise about the gaps in
the student's performance
and suggest strategies for

further learning and
development of those gaps

Explain the opportunity of
re-assessment and arrange
a further assessment where

necessary
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If the student is not happy with the outcome of the assessment, the student has a right to appeal the
assessment outcome. Please refer to the Assessment Appeals Policy and Process in this Handbook.

ICS understands that learners expect queries to be resolved timeously, and this policy outlines the turnaround
times for queries. ICS will endeavour to resolve queries as quickly as possible within the turnaround time.

Working hours refers to the working hours of the Chef Instructor / staff member in of the country in which they
work and reside. Working hours: Monday to Friday: 08h00 — 17H00 and excluding Public Holidays
Turnaround times

e Query logged by a Learner: within 24 working hours (3 working days)

e Practical assessment feedback: 7 working days

e Final examination feedback: 10 working days

All assessment outcomes are subject to final external moderation at the end of the program.

Learner programme queries

Learner queries about their programme, assessment, or learning:
e Learner’s must log their query with their Chef Instructor via the LMS.
e The Chef Instructor will revert to the learner.

e Should the learner receive no reply from their Chef Instructor within the specified
turnaround time, the learner should email the Learner Administrator on
admin@internationalculinarystudio.com who will log a query and respond to the Learner.

e Learners may not contact their Chef Instructor via telephone, SMS, or WhatsApp.

Other Learner queries

Other queries should be sent to the following email addresses:

Pastoral Care info@internationalculinarystudio.com New Zealand
Technology website@internationalculinarystudio.com New Zealand
Academic academic@internationalculinarystudio.com New Zealand
Finance accounts@internationalculinarystudio.com New Zealand
Learner Administration admin@internationalculinarystudio.com New Zealand

Unresolved queries

Sometimes the resolution of queries lies with external providers, or the query is complex, where this is the case
and the ICS staff member is unable to resolve the query within the turnaround time, they should provide the
learner with a plan of action that they are taking to resolve the query and keep in communication with the
learner until the query is resolved.

Where a query remains unresolved and the student is dissatisfied, they should raise a complaint with the
Student Administrator by emailing admin@internationalculinarystudio.com.

Moderation

Internal and external moderation will take place after selected assessments by an Internal or external
moderator, and you may be called upon to meet with the moderator who will also review your
assessments in your ePortfolio.
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Changing Courses

If you wish to change from one course to a new course, this will be treated as a withdrawal and re -
enrolment must be applied for within one month of the confirmation of your initial enrolment. An
administration fee may be levied, and the course will change where applicable.

Change of Name

We are required by the Accrediting Body to stipulate your full legal name on our records. If for any
reason, you change your name after first enrolment with International Culinary Studio, you need to
provide us with the details of your name change, and a verified copy of the document to support this.

Change of Address/Contact Details

When you change your address and/or contact details, it is your responsibility to inform the Student
Administrator of International Culinary Studio, by email to admin@internationalculinarystudio.com at
your earliest convenience.

Fee payments

Should you have any queries with regards to fees, please contact our Administration Department at
admin@internationalculinarystudio.com

Before undertaking your final practical assessment and your written exam (if applicable), at the end of
your course, you need to make sure that all payments are up to date; otherwise, you will not be allowed
to write exams / attend the final practical assessment. Additional administrative and/or legal fees may
be applied to outstanding fees and/or the recovery thereof.

e Failure to pay any amounts due may have the following consequences:
e Online study material will be locked.

e Assessments will not be marked.

e Examination results will not be released.

e Qualification will not be awarded.

Guarantors will be held responsible for outstanding fees. All legal costs will be for the account of
the student/guardian/guarantor.

Failure to attend a course, or portion thereof for any reason shall not relieve the student from any
liability for payment of the balance of any fees, which may be outstanding at any time.

Cancellation and Refunds Policy

International Culinary Studio (ICS) Cancellations and Refund’s policy complies with the Education and
Training Act 2020 and NZQA rules for International Students, which says:

Student Withdrawal and Refund Rules (programme of more than 3 months duration).

If the course is of three months duration or more and the withdrawal occurs up to the end of the tenth
working day after the first day on which the PTE requires the student to attend the establishment:

In such cases the PTE may deduct up to 25 per cent of the fees paid, provided the PTE incurred costs to
this amount, and can justify these costs.

Courses five weeks or more but less than three months

If the course is of five weeks or more but less than three months and the withdrawal occurs up to the
end of the fifth day after the start of the course:
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Courses under five weeks
In such cases, the PTE must pay an amount equal to the fees paid less a deduction of 25 per cent.

If the course is under five weeks and the withdrawal occurs up to the end of the second day after the
start of the course:

In such cases, the PTE must pay an amount equal to the fees paid less a deduction of 50 per cent.
However, if two days constitutes the full amount of tuition paid for by the student, the PTE may retain
100 per cent of the payment.

International Culinary Studio Refund Guidelines

If a student wishes to be withdrawn, then it is important that the student notifies us immediately, using the
appropriate form on our website so that we can process their application to withdraw and make any relevant
refund.

Programmes of two days or less
e No withdrawal period.
e Refund at discretion of the Director of Studies.
e Programmes of more than two days and under five weeks:

e If the withdrawal occurs up to the end of two calendar days of the course commencing,
International Culinary Studio will retain 50% for administration, cancellation fees and other
costs.

Programmes of five weeks or more, but less than three months

If the withdrawal occurs up to the end of five calendar days of the course commencing, International
Culinary Studio will retain 25% for administration, cancellation fees and other costs.

Programmes of three months or more duration

If the withdrawal occurs up to the end of the eighth day after the first day on which the student is
required to start the online course, International Culinary Studio will retain an amount of 10% of the
fees paid, or $500 whichever is the lesser amount for administration, cancellation fees and other costs.

If a formal withdrawal is received after day nine of the programme’s start date, then the student is not
entitled to a refund of fees.

International Culinary Studio will adhere to the guidelines as stated above and will comply with the
Education and Training Act 2020 and NZQA rules for International Students which can be viewed here.

In line with the Education and Training Act 2020, Student Fee Protection rules 2021, refunds will only
be implemented in the following instances:

e Upon the death of a student.

e If International Culinary Studio is unable to present the course or subject that the student has
enrolled for, within 20 working days from the start date of the course.

Administration Fee for overdue payments

Important: Upon the cancellation of a course by International Culinary Studio an administration fee will
be retained by International Culinary Studio, equivalent to 10% of the course fee.

e |f a payment is overdue by more than 7 days, you, the student will be removed from your
program of study.

e To re-enrol after being removed, a reconnection fee of $99 will be charged.
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e This policy ensures that all students can continue their studies without disruption and ensures
that International Culinary Studio maintains the quality of its programs.

To avoid cancellation, we strongly encourage you to stay on top of payment deadlines.

If you encounter any difficulties or require assistance with managing payments, please contact our Academic
Operations Manager at admin@internationalculinarystudio.com.

We are here to support you and want to ensure you have the best possible experience during your studies.
Terms and Conditions

International Culinary Studio reserves the right to assess the cancellation and refunds policy on an
individual basis and make decisions outside of the bounds of this policy as required. Terms and
Conditions apply.

Withdrawal Policy

There are two types of withdrawals:
e A Student initiated withdrawal: A student who applies for a withdrawal.

e An International Culinary Studio initiated withdrawal: Initiated by International Culinary Studio
when a student has become inactive in their study programme or has not submitted the
necessary assessments and failed to respond to the Chef Instructor’s telephone calls and emails.

Before any student makes the decision to withdraw from a programme of study, it is very important that
they contact our Student Administrator, to discuss the challenges and/or issues they are facing and to
talk through their study options that are available to them.

IMPORTANT: Once a student has withdrawn from a programme of study they will not be accepted back
into the course at a later date unless there are extenuating circumstances for their withdrawal. These
extenuating circumstances are for example personal illness, or bereavement in their immediate family.

To find out more about the withdrawal procedure or refunds policy please click here.

Fee protection policy

New Zealand law requires all private training establishments (PTEs) that are registered with (NZQA) the
New Zealand Qualifications Authority to offer protection for student fees paid and other course-related
costs.

International Culinary Studio uses Public Trust to act as independent trustee.

Student fees are protected as soon as the fees have been deposited with the Public Trust. As students’
progress through the programmes at International Culinary Studio, fees are gradually paid to the school.

In the unlikely event that the school is unable to complete the course (due to course cancellation, school
closure or insolvency), Public Trust will refund any fees owed to students.

For more information about Fee Protect from Public Trust, visit http://www.publictrust.co.nz or phone
Public Trust on 0800 494 733.

Deposit and fee payments

A deposit is required before the commencement of any programme at International Culinary Studio.
Please refer to the website for the fees and deposit requirements.
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Extensions

Short Term Extensions

Extensions are not given automatically; you need to apply for an extension to International Culinary
Studio via the International Culinary Studio website.

There are 4 types of extensions:

Type of extension Reason Criteria
Short term Complete industry placement Must have completed at least 90% of their
extension or Portfolio of evidence course

Must apply 7 days before course end date.

Other extension Specific circumstances . i .
Maximum period of extension up to 8 weeks
Assessment . . . . . .
. Exceptional situations Maximum period of extension 2 weeks
extension
Attendance at an Unable to attend an The student must notify their Chef Instructor at
exam examination least 2 hours prior to the start of the exam

Reasons for extensions

e Medical: Conditions of a serious nature eg. hospitalisation, illness or injury. Please supply a
medical certificate, hospital discharge papers or other appropriate documents.

e Bereavement: Death of a close family member. Please supply a copy of a death notice or some
other appropriate document supporting your claim.

e Trauma — Sudden loss of employment, severe disruption to domestic arrangement, or a victim
of crime. Please supply a redundancy/termination letter, police records or some other
appropriate document.

e |n emergency situations other timelines will be considered.
Extension approvals are entirely discretionary. Applications must include supporting documentation.

If a student fails to submit their assessment by the close of the extension period, they could be at risk of
being withdrawn from their programme of study.

Extension fees

For every month that a student remains on the student learner system over their completion date, they
will be charged a monthly fee. For more information, please contact Student Administration on
admin@internationalculinarystudio.com.

Assessment Extensions

Special consideration for assessments may be approved and are intended to assist a student who, due
to exceptional circumstances beyond their control, has been disadvantaged in comparison to other
students.

Module portfolio extension applications must be made through the LMS directly to the Chef Instructor
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up until the due date of a portfolio. Approval for an extension is approved by the Chef Instructor on a
case-by-case basis.

This extension can be granted for a maximum of two weeks depending on the circumstances and
engagement of the student.

Except in very exceptional circumstances where a student has a problem which may mean that they will
need a longer extension (this will normally mean that they must also apply for a course end date
extension as well), as in the case of a serious health problem. This should be done just prior to the end
date.

Supporting documentation may be required.

If a student fails to submit their assessment by the close of the extension period, they could be at risk
of being withdrawn from their programme of study.

To find out more about extensions or apply for an extension please click here.

Access to Student Academic Records

Each student’s academic records are available on the LMS. These records are only available to the
student, accreditation bodies and International Culinary Studio employees.

Valuables

International Culinary Studio takes no responsibility for lost, stolen, or damaged valuables
and/or personal items during practical industry work.

Special Needs

Please inform your instructor of any special needs, for them to assist you, e.g., language difficulties,

disabilities, ADHD, ADD, or any other medical conditions, etc.

Academic Freedom and Code of Conduct

Academic Freedom

Academic freedom governs your rights and responsibilities relating to academic work completed as a student.
It ensures that you are not penalised for your views being different from your instructors if your work is
supported by relevant and rigorous research and information.

Academic Misconduct

There are procedures for dealing with possible dishonest and/or improper practice by students, as well
as guidelines to ensure protection of your rights.

Dishonest and/or improper practice includes:
e Copying from another student

e Plagiarising a piece of work from a textbook or the internet, etc. without
acknowledging the source

e Cheating in examinations

When working in study groups, discussion with other students on assessments is acceptable, but you
must ensure that the final piece of work submitted is your own, independent work. Do not allow
another student to copy from you. Should it be found that another student copied your work, there
is no guarantee to proof that the work was either of yours, which will result in both students receiving
a zero mark for the assessment or completed work. Both parties will have to resubmit their work
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for a remark.

Where dishonest and/or improper practice is suspected, it is referred to management, who will follow
the procedures outlined in International Culinary Studio’s Quality Management policies and
procedures.

Code of Conduct

A code of conduct is a written statement of rules and principles concerning discipline of students. It
informs you of the kind of behaviour that is expected from each student and the standards of
behaviours that the studio would like to maintain.

The purpose of the Code of Conduct is to create a well-organised and good educational environment
so that effective learning and teaching can take place, to promote self-discipline, encourage good
behaviour, and regulate conduct and to preserve the integrity and good name of International Culinary
Studio.

The Code of Conduct refers to the general behaviour that students are expected to adhere to from day
to day. It, in broad terms, describes the standard of work and conduct which are appropriate at a tertiary
institution.

An offence is defined as any deviation from the expected conduct, whether expressly stated in the Code
of Conduct, or not. The Code of Conduct may be amended from time to time, and students must comply
with the International Culinary Studio Regulations and Code of Conduct, as amended.

International Culinary Studio may discipline, suspend, or expel any student for any reason considered
sufficient by law, even if not specifically stipulated in the Code of Conduct and/or Regulations.

Misconduct

Before any disciplinary steps are taken against a student, International Culinary Studio must determine
the severity of the misconduct and act accordingly. In cases of serious misconduct, the student may be
suspended from course access, pending an investigation into the matter. Depending on the severity of
the case, and the evidence gathered to support the misconduct, the student may be faced with
disciplinary action or possible expulsion from International Culinary Studio.

For discipline to be maintained fairly, you must know what constitutes misconduct and the procedure
that will be followed when dealing with misconduct. It is your responsibility to familiarize yourself with
the Code of Conduct, and Rules and Regulations of International Culinary Studio.

Regulations

Any student who is found guilty of breaking a rule or committing misconduct may be subject to
disciplinary procedures, which will be determined by management, and may be suspended.

In the event of iliness, you must notify International Culinary Studio of the nature of your illness and the
expected date of commencement of studies.

You are requested to direct all concerns through your instructor.

By registering at International Culinary Studio, you may not at the same time be registered with a similar
institution, unless prior written consent from International Culinary Studio is obtained.

General
You may not:

e Advertise goods, offer goods for sale, fundraise, or collect money via our LMS without the
prior written consent ofmanagement.

e Slander or make a false orincorrect statement or provide materially incorrect information about
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International Culinary Studio to any person.

e Behave in a manner that may prejudice the reputation and good name of International Culinary
Studio, threaten the maintenance or order, discipline, and security of International Culinary
Studio, and prejudice the process of tuition, research, administration, and general International
Culinary Studio activities.

These misconducts listed are not an exhaustive list of misconducts and may be expanded and amended
from time to time by International Culinary Studio, without prior notice. It is not possible to list every
offense which may arise. International Culinary Studio may discipline, suspend, or expel any student,
for any reason considered sufficient in law, even if not specifically stipulated.

Dishonest Academic Practice
All forms of dishonest or improper academic practice are unacceptable to International Culinary Studio.
Dishonest practice includes but is not limited to:

e Cheating in assessments.

e Bringing materials into the assessment environment (i.e., Kitchen), unless these items are
expressly permitted in the Chef Instructors instructions.

e Communicating with another learner in any way (e.g., verbally, in writing or electronically) during
final examinations without explicit permission from the Chef Instructor.

e Using a mobile phone, or other electronic device, or accessing the internet during your final
practical and theory examinations unless explicitly permitted in the written instructions.

Collusion

The submission of work carried out partially or completely with another person but submitted as if it
had been completed by the student alone (or a group if this is a team assessment).

Ghost writing

The use of another person (with or without any form of payment) to prepare all or part of an item of
work submitted by the learner for assessment.

Plagiarism

The use of material produced by another person with or without their acknowledgement, knowledge or
approval and presented as the learner’s own work.

The presentation of any material from any source without proper acknowledgement of the source of
the material.

Use if Al In Assignments

A student’s assessments must reflect their individual effort and skills. The use of Al tools is prohibited
unless explicitly approved by your Chef Instructor. This ensures fairness, accountability, and integrity.
Violations may result in disciplinary action to maintain trust in our assessment process.

Procedures on discovery of dishonest practice
The penalties are at the discretion of the Director of Studies. The following are guidelines only:
For a first offence

e The learner will have a meeting with the Academic Manager and Chef Instructor to discuss the
issue and this will be recorded on the learner’s record.

e The Chef Instructor will present evidence of dishonest academic practice by the learner. The
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learner has the right to explain or refute the claim of dishonest academic practice. The learner
may bring a support person to the meeting for emotional support.

e Should the learner be found to have engaged in dishonest actions, the learner will gain no credit
for the assessment.

e The learner will be issued a warning letter about the consequence of further dishonest actions.
e The learner may apply for the opportunity to take a re-sit which will incur a re-sit fee.
For a second offence

e The learner will have a meeting with the Director of Studies, Academic Manager and Chef
Instructor to discuss the issues and this will be recorded on the learner’s record.

e The Chef Instructor will present evidence of dishonest academic practice by the learner. The
learner has the right to explain or refute the claim of dishonest academic practice. The learner
may bring a support person to the meeting for emotional support.

e Should the learner be found to have engaged in dishonest actions for a second time, the learner
will be required to complete the entire module again. All submitted assessments and/or
assessments will be disregarded, and the student will be required to redo the assessment and
resubmit it via the LMS. The repeat of the module will incur a new module fee as well as a re-
assessment fee.

e The learner will be issued a warning letter about further dishonest actions and likely termination
of enrolment.

e Foranysubsequent offence, the learneris likely to face exclusion from the International Culinary
Studio.

Misconduct Appeals

The learner can appeal against the decision by applying in writing to the Academic Board within 2 weeks.
(Refer to the appeals policy available from Student Admin).

Education

As part of the learner induction process the Chef Instructor will provide the learner with the policy on
dishonest academic practice, discuss the policy with the learner and ensure that the learner can ask
questions.

Disciplinary Offences

The following is a summary of (but not limited to) the disciplinary offences and recommended sanctions
that will be enforced upon a student, should they transgress any of the rules of International Culinary
Studio. You will be guilty of misconduct if it is proven that you committed one of the following (but not
limited to) offences:

Very Serious Offences e Dishonesty of any kind, including, but not limited to theft, bribery,
corruption, forgery, making or giving false statements, blackmail,
and misrepresentation.

e Commit any fraudulent act such as presenting false
notes/documents, or knowingly misrepresenting facts about a
situation.

e Attempted assaults, threats of a violent nature or any kind of
intended harassment, victimization to any students, instructors, or
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persons.

Victimization, harassment, discrimination, intimidation, or
threatening behaviour of any kind including sexual harassment to
fellow students, instructors, or staff members of International
Culinary Studio.

Any action or behaviour that results in the relationship of trust and
goodwill between fellow students, instructors or staff members
being broken, or any action which jeopardises the integrity and
good name of International Culinary Studio.

Being found guilty in the Court of Law of any offence that leads to a
breakdown in the relationship between fellow students,
instructors, and staff members.

Failure to comply with safety regulations where the consequence
of such action is serious or potentially serious.

Intentional damage or gross negligence when working with
equipment or property.

Disrespect, disobey a lawful instruction, or be insubordinate
towards any staff member, another student, office bearer or official
body of International Culinary Studio

Intentionally or negligently contravene the Code of Conduct or
encourageany other person to contravene the Code of Conduct

Any action of fraternising or evidence of personal relationships with
instructors or any International Culinary Studio employee during or
outside of office hours.

Serious Offences

Failure to comply with the prescribed Codes of Conduct,
procedures, policies, regulations, and rules which apply to the
students at International Culinary Studio.

Using bad, foul, or abusive language (written or spoken) towards
fellow students, instructors, or staff members of International
Culinary Studio.

Impertinence, rude or ill-mannered behaviour, making snide
remarks towards instructors or staff.

Threaten to injure orinjure another person or persons via the LMS.
Unacceptable use or abuse of the LMS.

e Cheating — students are bound by the rules pertaining to all
assessments. Rules and regulations outlined in the
examinations book and on the assessment cover sheet. Any
student who breaches these rules will be guilty of
misconduct.

Recommended Sanctions

Any student convicted of serious misconduct may face suspension
or expulsion or other sanctions, such as a verbal or written warning,
appropriate to the offence committed, and dependent on any
previous sanctions.
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e Should astudent be deemed to be a serious physical threat to other
students or staff members, International Culinary Studio may
summarily suspend the student as a precautionary step followed by
an investigation into the alleged charges.

e Repeated infringement of offences may result in suspension from
classes and expulsion from the studio.

e Suspension of a student may not exceed a period of five working
days.

e Students will be allowed the opportunity of a fair hearing and/or
fair discussion to state their side of the case.

e |n less serious offences, students will be called into a student
consultation withthe instructor and/or management.

e All discussions will be documented and kept on record for future
reference. All persons’ present must sign all forms or by a witness
should the student refuse to sign.

e The objective of all consultations is for both parties to recognise and
agree on the offence committed, and discuss corrective action,
which will prevent such behaviour reoccurring in the future.

Student Complaint Process

Student complaint resolution process (Internal)

If you are a student, and you have concerns related to your course or experiences with International
Culinary Studio, it is especially important that you give International Culinary Studio the opportunity to
respond to your concerns. You may do this informally in the first instance (for example, discussing an
academic issue with your Chef Instructor) or use International Culinary Studio’s formal complaint
procedure if that is not successful.

International Culinary Studio’s Process is as follows:

If a student wishes to lodge a formal complaint, they can either telephone the complaint through to our
offices or submit a complaint in writing outlining the complaint with all relevant details. Please email
our Student Administrator on admin@internationalculinarystudio.com. All complaints are recorded in a
Student Complaints and Outcomes register.

International Culinary Studio will acknowledge receipt of this formal written complaint within 48
hours.

The formal complaint will be initially investigated by the ICS employee who first receives the
complaint to determine the type of complaint and the most appropriate person to resolve the
matter. The complaint should be forwarded to the appropriate person within 3 days at the latest.

If the formal complaint is of an academic nature the matter will be referred to the Academic
Manager for resolution.

If the matter is not satisfactorily concluded the Academic Operations Manager should be
contacted to assist in the resolution of the matter.

If the formal complaint is of a non-academic nature the matter will be directly referred to the
Academic Operations Manager for resolution.

If the complaint can be resolved internally, without a meeting with the student, then a resolution
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should be reached within 7 days. If a meeting is required with the student, then the complaint
should be resolved within 14 days to allow time to arrange the meeting.

Please note: The student may be requested to meet with the ICS representative handling the complaint
to discuss any points raised in the complaint to ensure that they have all the relevant information
required to make an informed decision. The student is most welcome to bring an advocate and/or
support person to all meetings with the ICS representative. All written communication and/or meetings
held related to the complaint will be documented and filed for later reference.

Student complaint resolution process (External)

Should the matter not be resolved to the satisfaction of the student, there is an independent procedure
for students who wish to lodge and resolve a grievance against International Culinary Studio.

e If you are a student, and you are not satisfied with the outcome of the International Culinary
Studio’s formal complaint process, you can raise your concerns with NZQA.

e An NZQA staff member will consider the information you provide and advise you whether NZQA
can accept it for investigation as a formal complaint.

e NZQA might not be able to accept your complaint for formal investigation, if:
o theissue is from too long ago.
o it relates to matters that fall outside of NZQA’s jurisdiction.
o itis already being investigated by another agency.
o the organisation has fully and appropriately dealt with the issue.
o thereis not enough evidence.

e If NZQA does carry out a formal complaint investigation, both you and International Culinary
Studio will have the opportunity to provide information, and NZQA will write to you to advise
you of its findings.

e An alternative to NZQA is to raise your concerns with a different agency.

Check this list to see whether there is a different agency that may be able to help you:

If your concerns relate to: You could contact:

TEDR provides a free, independent service, impartially | The Tertiary Education Dispute
assisting domestic learners and education providers to | Resolution (TEDR)
resolve contractual and financial disputes.

Financial or contractual dispute with their provider for | iStudent Complaints
international students.

Discrimination Human Rights Commission

Someone’s safety being at risk WorkSafe New Zealand
New Zealand Police

How information about you has been stored or used Privacy Commissioner

Enquiries and advice about making a formal complaint to NZQA

If you want to enquire about making a formal complaint or receive advice about the options available
to you, please complete and submit an online enquiry form to NZQA.

Link Here: Complaint Enquiry Form
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e To make a formal complaint about an organisation:

Download the formal complaint form (PDF, 145KB)

e Send your completed complaint form, along with any supporting evidence, to:

The Complaints Officer
Quality Assurance Division
P O Box 160

Wellington 6140

Or email a scan of your completed form, along with scans of any supporting evidence, to
risk@nzga.govt.nz.

If you need more information on the complaints process, contact NZQA on 0800 697 296.

What happens next?

An NZQA staff member will consider the information you provide, and either advise you whether NZQA
can accept it for investigation as a formal complaint or what else you can do to resolve your concerns.

If NZQA accepts it as a formal complaint, we will contact the organisation to explain the nature of the
complaint and ask for a response. Throughout the investigation, both parties will be kept fully informed.

Questions about complaints
Will International Culinary Studio know that | have made a formal complaint to NZQA?

e Generally, yes. To make a fair decision, NZQA writes to the organisation to inform it that a formal
complaint has been made. The letter includes a summary of the complaint and states who made
the complaint. The organisation is asked to respond. This helps NZQA look at the complaint with
information from all parties and make a balanced decision.

e QOccasionally, there are circumstances where a complainant feels there may be repercussions if
the organisation is given his or her name. If you want your name to be withheld from the
organisation, you must indicate this on the formal complaint form. We will discuss this with you.

What happens if NZQA upholds my formal complaint?

e [fNZQA’s investigation shows that the International Culinary Studio policies and procedures have
not been followed or that they were not applied fairly, you can use the information from the
investigation to try to reach a solution with the organisation. If that is not possible, you can try
other avenues, such as the Disputes Tribunal, Commerce Commission, or the courts.

e NZQA does not get directly involved in negotiations between you and International Culinary
Studio for issues such as refunds or other forms of compensation. However, NZQA can require
that International Culinary Studio take certain actions in accordance with the Education and
Training Act or NZQA Rules.

Financial or Contractual Dispute

You should raise the issue with International Culinary Studio first and give us an opportunity to resolve
the complaint.

If at the end of International Culinary Studio's complaint process, you are not happy with the outcome,
iStudent Complaints may be able to help you. Before making a complaint, check that it's something
iStudent Complaints can help you with. If you are not sure, contact NZQA first for advice.
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Who can make a complaint with iStudent?

An International (current or former) student and their parent or legal guardian may initiate a dispute against a
provider by making a claim to iStudent Complaints as a student claimant.

What can | complain about?

iStudent Complaints resolves your contractual and financial disputes against your provider in New Zealand.
iStudent will direct any complaints about Code breaches to NZQA.

iStudent Complaints may decline to accept a complaint for one or more of the following reasons:

e The provider has not been given an opportunity to resolve the issue raised by the dispute.

e The dispute is being addressed in another forum (such as the Disputes Tribunal or a Court).

e The dispute would be more appropriately dealt with by a court, tribunal, or other authority.

e The dispute has been previously dealt with by iStudent Complaints.

e The claim is frivolous or vexatious.

e Given the age of the dispute, it is no longer feasible to gather sufficient evidence or other
information for resolution of the dispute.

How much will it cost?

Nothing. The service is fully funded by the Export Education Levy.

Accessing an interpreter

Kiwi Translation can be contacted at Telephone (International): +64 27 286 1669, WhatsApp:
+64272861669 or Email: info@kiwitranslation.com for students who require an interpreter.

New Zealand’s quality standards

All international students enrolled with a New Zealand education provider are covered by the New
Zealand Government’s Pastoral Care Code of Practice 2021.

This is legislation that outlines the level of care that education providers, such as ICS, must provide to
international students while they study.

The education system is regulated with strong quality assurance systems across the board.

In general, as an international student you can expect from us that:

e The quality of teaching and learning you receive will meet high educational standards.

e The marketing and promotion information you receive before you enroll is clear, complete, and
accurate so you can make a well-informed decision about whether an education provider is the
right choice for you.

e You will receive enough information and support to help you with your enrolment, including
understanding the legal obligations you have, and you will receive all the proper documentation.

The New Zealand Government’s Pastoral Care Code of Practice 2021 is a document that outlines the full
legal requirements that education providers enrolling international students must abide by -
International Culinary Studio follows the New Zealand Government’s code of Practice for Pastoral Care
which you can access here.

Document LQM_F2000-1-11 ICS Student Handbook Global Programmes Vé Document No LQM_F2000-1-11 V4
Department Learner Management Version 6
Date Created 15 April 2016 | October 2021 | Aug 22 | Dec 24 Review Date Dec 25

Page number

42

© International Culinary Studio



https://www.istudent.org.nz/faq-glossary/glossary#international-students
https://www.istudent.org.nz/faq-glossary/glossary#legal-guardian
https://www.istudent.org.nz/faq-glossary/glossary#dispute
https://www.istudent.org.nz/faq-glossary/glossary#student-claimant
mailto:info@kiwitranslation.com
https://www.nzqa.govt.nz/providers-partners/education-code-of-practice/

Quality Assurance

International Culinary Studio has been offering online culinary education since 2015. It was previously
accredited by City & Guilds and now by Worldchefs / City & Guilds. International Culinary Studio has also
been accredited with the NZQA since 2019.

Accreditation requires external Quality Assurance by the accreditation bodies above.

s

Confidentiality of Records

International Culinary Studio has a legal obligation to protect everyone’s’ right to privacy regarding the
personal and academic information in its possession. This policy as it relates to confidentiality applied
in this directive is based on both the student’s right to privacy and the studio’s responsibility for the
judicious use of student data.

The term ‘Student record” refers to the data submitted in support of a student’s admission to
International Culinary Studio to which is added the student’s academic history whilst at the studio.

The studio will regard each student’s record as a unigue and private document, maintained in a secure,
controlled environment. Access to student information held in any medium (hard copy and/or on a
computerised database) must observe the principles of confidentiality to guidelines provided by
International Culinary Studio.

The studio uses data for record keeping, reporting and analysis purposes only. It is updated, corrected,
or amended, and/or documented upon notification from the student, as appropriate. Student record
data is maintained current for a minimum of one year, following the student’s last academic activity
with International Culinary Studio, after which time, it will be archived.

Data on a student’s record is protected by security
measures, including the regulation of access to the
Information System.

Data held in records, established, and held by the
Administration office are subject to the principles of
confidentiality applied in this directive.

The Administration office is accountable for providing
the policy and procedure by which accurate data a
gathered from students, agencies, institutions, and faculty, are maintained and disseminated
appropriately to the student, or to other legitimate users as described in this document.
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All requests for information regarding students will be handled in the context of this policy.
General Guidelines

The basic guideline governing the release of information is based on the belief that the Administration
acts with discretion upon authorisation from the student. It is understood that in providing information
in support of an application and in registering at International Culinary Studio, students have consented
to the release of information held on their student record, which is required for the educational,
administrative, institutional planning, research activities or moderation carried out by the studio.

Normally, no information will be released to external third parties without student authorisation. This
includes requests from prospective employers, police forces, credit bureau, finance and loan companies,
private investigation agencies, banks, and similar organisations. Note that parents have the right to
information by appointment with management.

External requests for mass listings or directory information will be denied. Where such listings have in -
house legitimacy, such as the facilitation of employment, they may be released with discretion, and with
disposition guidelines provided to the user.

The original documents on file will not leave the master file, but appropriate copies may be released to
officials when requested in support of administrative or academic service on behalf of a student.

Documents from other institutions, such as high school, or university transcripts, which are submitted
to support a student’s application for admission and/or transfer of academic credit, may not be certified,
and released as part of the studio record.

Access by the student

Students may, upon written request, release the contents of their files to a third party or request that
they be held with no release allowed. Students with debts outstanding to the studio are not entitled to
reguest information contained in their files. The studio will not produce an official transcript, certificate
or diploma, or release information to third parties as requested by the student in writing, until the
financial obligation with the studio is cleared.

Unless unusual circumstances prevail, no grades or certification shall be released to an individual
student prior to the official release of grades and certification to all students.

Access by International Culinary Studio Personnel

Administrative staff of the studio that request information from a student’s records for educational
counselling and/or administrative services to the student will be permitted access to the appropriate
files.

Access to third parties outside International Culinary Studio

Parents

Since the basis of all transactions with students assumes adult levels of responsibility, information from
the student’s records will be released to parents or guardians.

Sponsors

A transcript will be released on request to those sponsoring agents who provide full financial support to
the student, and who supply written authorisation from the student to do so.

Government Agencies

Written authorisation from a student must accompany the request for information from any properly
identified representatives of provincial or local government agencies including police. Appropriate
details may be released if the denial of information could involve hardship to the student, or if the safety
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of the studio and/or community could be affected.

The Courts

If the Court, on behalf of the student, subpoenas a student’s record a certified copy of the full student
record will be provided. Should the party, other than that representing the student, subpoena the
record; a certified copy of the record will be offered to the judge alone, with an explanation of
International Culinary Studio’s reluctance to release a private document without written authorisation
from the student. The decision will rest with the judge, as to the required response by the studio.

Researchers

Requests from research conducting statistical studies will be recommended for approval with stipulated

conditions to protect the student’s privacy.

Support services

International Students who need support in any of the following areas should reach out to us so that we

can assist you to find suitable support in your country.

Please email admin@internationalculinarystudio.com .

e Personal Development

e Conflict and Tension

e Health and Lifestyle

e Personal Legal Advice

e Grief and Bereavement

e Personal Relationships

e Gambling and Addiction

e Separation and Divorce

e Emotional Stress and Trauma

e Issues with Work Pressure and Problems
e Child and Family Support

e Budgeting and Financial Management
e Anxiety and Depression

e Drugs and Alcohol Problems

e Bullying and Harassment

e Career Planning

e Life Transition
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