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FEES

§ StudyLink
• Student Loan (and Allowances)

§ Fees Free

§ Other 
• personal/another organisation/church/scholarship. 
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DO YOU WANT TO CHANGE YOUR ENROLMENT? 

Then please fill out the following form: Change of Enrolment Form



COMPLETE A CHANGE OF ENROLMENT FORM
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FINAL DATES FOR CHANGES 

Final Change Dates
Adding a course Deleting a course

Allowed Fee* Allowed Refund Fee* Academic penalty

14 calendar days from start of 
semester (7 Mar)

Yes No Yes Yes No No – course is removed from 
academic record

21 calendar days from start of 
semester (14 Mar)

Only with HoS 
approval

Yes Yes Yes Yes No – course is removed from 
academic record

After 21 calendar days but 
before 49 calendar days of the 
semester (15 Mar to 11 Apr)

No N/A Yes No No Course is shown as Withdrawn 
(WDN) on academic record

After 49 calendar days of the 
semester (after 12 Apr)

No N/A No No No Course will be shown as Did Not 
Complete (DNC) on academic record



WITHDRAWAL FROM COURSE/PROGRAMME

§ Discuss concerns with Programme advisor 
(Student Support)

§ Do it at the earliest possible date

§ If withdrawing due to illness – provide a medical certificate

§ If withdrawing due to extenuating circumstances – discuss with 
Student Support



PROGRAMME WITHDRAWALS

Domestic student:
withdraws within 21 calendar days of official start of semester 
(22 Feb) i.e. by 14 March – fees will be refunded less 10% of 
tuition fees or $500 (whichever is less) 

International Student:
withdraws within 10 calendar days of official start of semester 
(22 Feb) i.e. by 3 Mar – fees will be refunded less 25% of 
tuition fees (based on actual costs incurred)



BLOCK COURSES

§ Start date for Block Courses is the start of semester 22 Feb.

§ A student may withdraw from a programme of study after 
21 days of start of semester but before any block or 
intensive teaching – apply to the Academic Registrar –
may be entitled to 50% of the tuition fees.

§ Any withdrawals after start of Block Course will not receive 
any refund of fees



ATTENDANCE

§ Full attendance required
§ Less than 80% - grounds for failure
§ Pattern of late arrival – absent
§ Absent for reasons of ill-health – inform lecturer – explained absence
§ Absent for reasons of ill-health for more than 3 days –

doctor’s certificate
§ Students on Student Visa – 100% attendance required



ASSESSMENTS

§ Most course work is submitted through the Learning Management 
System Moodle.

§ Moodle account and login details sent.
§ Contact Aidan at Student Services on Tuesdays and Fridays
§ or email ithelpdesk@laidlaw.ac.nz .
§ Moodle records time and date assignments are received. 
§ Late assignments will have penalties.
§ You can apply for extensions. 

mailto:ithelpdesk@laidlaw.ac.nz


FINAL GRADES

§ A final grade will be awarded for each student formerly
enrolled in a course.

§ Final grades will be calculated from assignment and
examination grades, with each assessment grade
contributing to the final grade using the weighting assigned
in the Course Assessment and Delivery Outline. On this
basis, a final grade will be awarded in accordance with the
table bin the next slide



FINAL GRADES Percentage     Letter Grade
90-100 A+
85-89.99 A
80-84.99 A-
75-79.99 B+
70-74.99 B
65-69.99 B-
60-64.99 C+
55-59.99 C
50-54.99 C-
40-49.99 D
Below 40 F



EXTENSIONS

§ Extensions are granted by the Academic Registrar.
§ Apply before the due date – not after.
§ Before applying for the extension talk to a Student Support 

person.
§ Granted only for reasons of ill health or bereavement.
§ Pressure of work is not a reason for granting extensions.
§ If sick for more than three days – a medical certificate is required.
§ Extensions are granted for not more than two weeks.
§ Extensions are not granted beyond the end of semester.
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LATE SUBMISSION OF ASSIGNMENTS

§ Assessments are due on any day at 11:55pm

§ Work submitted after the due date and time, including 
after an extension due date and time, is considered late 

§ An assessment is considered late immediately after the 
due date and time has passed;



LATE SUBMISSION OF ASSIGNMENTS GRADES

§ An assessment submitted 0-7 days late will incur a penalty of 10% off 
the grade received. 

§ The numeric grade assigned by the lecturer will be multiplied by 0.9 to 
determine the final grade for the assessment;
• An assessment that initially receives a pass grade will be given a grade of 

no less than 50% after the late penalty has been applied;
• If an assessment receives a fail grade, and it has been seriously attempted, 

the student will be permitted to apply to resubmit the assessment;



LATE SUBMISSION OF ASSIGNMENTS GRADES

§ An assessment submitted 8-14 days late will be graded as either a pass 
(a grade of 50%) or a fail (a grade of 0%);

• If an assessment receives a fail grade, and it has been seriously attempted, 
the student will be permitted to apply to resubmit the assessment;

§ An assessment submitted later than 14 days after the due date or 14 
days after a previously granted extension date will not be graded;

§ Assessments cannot be submitted after the last day of the semester



LATE SUBMISSION OF ASSIGNMENTS – GRADE EXAMPLES
Assignment Initial grade Adjusted Grade Final Grade

Submitted on time 70/100 Graded normally No adjustment 70/100

Submitted on time 45/100 Serious attempt made Student offered 
resubmission to be graded 
as pass/fail

50/100 (Pass)
0/100 (Fail)

Submitted 0-7 days 
late

70/100 10% penalty 63/100

Submitted 0-7 days 
late

52/100 10% penalty 50/100 (Pass)

Submitted 8-15 days 
late

70/100 Graded as pass/fail 50/100 (Pass)
0/100 (Fail)

Submitted 0/100 No serious attempt 
made

0/100 (Fail)



PLAGIARISM

Plagiarism is copying or using work 
WITHOUT acknowledging the source



WHAT HAPPENS WHEN PLAGIARISM IS FOUND
1. On the first occasion, issue a verbal warning and require the 

student to resubmit the assessment.
The Academic Registrar will be notified and will note the offence on the 
student’s file and the plagiarism register.

2. If there is a subsequent occasion, student will be required to 
resubmit the assessment to be graded on a pass/fail basis 
(maximum grade of 50%). 
The Academic Registrar will issue a warning letter to the student, as well as 
note the offence on the student’s file and the plagiarism register. 

3. Further instances of plagiarism will result in an immediate course 
fail, be regarded as serious misconduct, and may result in further 
disciplinary action.

* There are also regulations for plagiarism with regard to online examinations.



SATISFACTORY ACADEMIC PROGRESS

§ Students must complete 75% of the courses they enrol in each 
semester or will be counselled to Good Academic Standing.

§ If the required standing is not achieved during the following semester 
the student is placed on Academic Probation. Limit courses

§ If low course completion continues for a further semester, the 
student will be placed on Academic Suspension for one or more years

§ Students can appeal these decisions.



DISCIPLINARY PROCEDURES

§ In signing the enrolment contract , you undertake to comply with the 
rules and policies of Laidlaw.

§ Disciplinary action may be taken for
• Academic misconduct: e.g. plagiarism, failing to abide by library 

rules, taking unauthorised materials into examinations etc. 
Monitored by Academic Registrar

• Misconduct: Failure to maintain standards of integrity or conduct 
that is a threat to safety and well being of others. 
Monitored by Student Dean

• Serious misconduct: e.g. harassment, abusive behaviour, assault, 
theft, fraud,  willful disobedience, willful misconduct. 
Monitored by Student Dean



GRIEVANCE PROCEDURES

§ Laidlaw is committed to providing an environment that is 
safe and free from harassment

§ Structures are therefore provided within Laidlaw to 
address complaints



STUDENT COMPLAINTS (ACADEMIC) – IN SUMMARY

1. Student raise their concern in person with the lecturer/tutor;
• They can consult Student Support about how to do this;
• They can bring someone to support them when raising the concern.
• (The academic staff member should record after the meeting the date, time 

and location of the meeting, who was present, the details of the concern, and 
any resolution).

2. If the student thinks the concern wasn’t addressed to their satisfaction, 
they can raise it with the Academic Head of the programme;
• They can consult Student Support about how to do this;
• They can bring someone to support them when raising the concern, including 

the Student National Academic Committee Representative.



STUDENT COMPLAINTS (ACADEMIC) (CONT.)

3. If the student thinks the concern wasn’t addressed to their satisfaction, 
they should consult with the Student National Academic Committee 
Representative and raise the matter in writing with the Academic Dean 
(as Chair of NAC);
• If the Dean fails to resolve the concern it will be referred to NAC (or the 

appropriate NAC subcommittee);

4. If the Academic Dean/NAC fail to resolve the matter, then the student 
can refer the matter to the National Principal;

5. If the National Principal fails to resolve the matter then the student may 
appeal to the New Zealand Qualifications Authority



STUDENT COMPLAINTS (GENERAL) – IN SUMMARY

1. Student raise their concern regarding pastoral, personal or community 
matters;
• They can do so with the Student Dean;
• They can bring someone to support them when raising the concern.
• (The Student Dean should record the meeting date, time and location of the 

meeting, who was present, the details of the concern, and any resolution). 

2. If the problem is not resolved talk to your Head of School



STUDENT COMPLAINTS (GENERAL) – IN SUMMARY

3. If the Head of School fails to resolve the matter, then the student can 
refer the matter to the National Principal through the Principal’s 
Executive Assistant;

4. If the National Principal fails to resolve the matter then the matter may 
be referred to the National Governing Council.

5. If all these processes do not result in a satisfactory resolution, the matter 
may be referred to the New Zealand Qualifications Authority.
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ACADEMIC RECORDS

§ All your grades are recorded in our Student Management system.

§ At the end of each semester we will email you your academic record.

§ At the end of your study you will get an official Academic Transcript 
signed by the Academic Registrar. That happens when you graduate.



GRADUATIONS

We have two graduations in a year

§ April/May graduation ceremony in Auckland
§ December graduation ceremony in Christchurch

§ If you do not want to attend a ceremony you can apply to graduate In 
Absentia. We will print the certificate and academic transcript and post it 
to you. Postage costs apply.





KIA ORA!


