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After LSNZ receives your Student Cancellation and Refund Request Form and supporting documents, we open your
refund request with Public Trust. Before the refund can be paid, Public Trust needs you to review and accept the refund
online. This guide shows you how.

1. WHO NEEDS TO COMPLETE IT?

Students under 18: this is for the parent or legal guardian

If the student is under 18, the email is sent to the parent or legal guardian’s email address. The parent or guardian
must review the refund and accept it on behalf of the student.

• Student 18 or over: the email is sent to the student’s email address, and the student completes it.

2. BEFORE YOU START

• Look for an email from no-reply@publictrust.co.nz. If you cannot find it, check your junk / spam folder.

• The email contains a secure link and a One Time Code.

• Do not reply to this email. The address is not monitored. For help, contact LSNZ.

• Keep your One Time Code private. Do not share it with anyone.

The link expires after 7 days

Please complete the acknowledgement as soon as possible. If the link has expired, contact your LSNZ campus and
we will send you a new one. The refund cannot be processed until the acknowledgement is accepted.
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3. STEP-BY-STEP INSTRUCTIONS

1 Open the email and click the link

Open the email from no-reply@publictrust.co.nz and click the secure link. The One Time Code is in the same
email, just below the link.

Example email. The link and the One Time Code are highlighted in red.

2 Enter the One Time Code

A Public Trust page opens and asks for your one time code. Copy the code from the email, paste it into the box and
click Next.
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3 Review your refund information

The Student Refund page opens. It shows:

• Withdrawal Details: the reason for the refund and the date of withdrawal

• Refund Payment Breakdown: the amounts refunded to you (or a third party) and to the provider

• Provider Information: LSNZ campus and reference number

• Student Information: your name and Public Trust reference number

• Bank Account Details: the account the refund will be paid into

4 Check that everything is correct

Read all the details carefully. Pay special attention to the refund amounts and the bank account details, as the
refund will be paid into that account.

If anything is incorrect, do not click Accept. Contact your LSNZ campus first and we will correct it and send
you a new link.
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5 Click “Accept”

If all the information is correct, click the red Accept button at the bottom of the page.

What happens next?

LSNZ receives your confirmation and submits the documents to Public Trust. If everything is correct and nothing else
is needed, the refund is processed within up to 2 weeks. Refunds are paid only by bank transfer.

4. NEED HELP?

If you did not receive the email, the link has expired, or the details are wrong, please contact the Admissions Team of your
campus:

Queenstown campus
admissions@lsnz.co.nz

Christchurch campus
enrol@lsnz.co.nz


