Terminologies:

To implementing this policy, the following expressions and terms
shall have the meaning they bear as below uunless otherwise

stated in this policy:
“Company”:

Maarif Education Company and / or any of its branches or

subsidiaries.
“Board”:

The Board of Directors of the Company.

“Laws and Regulations”:

And any mandatory laws and regulations, including but not
limited to regulations, protocols, laws, ministerial resolutions,
governances, orders, verdicts issued by any court or competent
authority, which from time to time has the jurisdiction to issue and

enforce law.
“Stakeholders”:

Every person who has an interest in the company, such as, its
employees, creditors, customers, suppliers, community, as

required by the context.

Admission Registration Policy

1. Purpose

This document will provide the corporate guidance to a
unified approach in the acceptance and processing of
applications for the MAARIF network of schools in KSA.
Admission teams are to adhere to the procedure and
guidelines outlined in this document to ensure premium
customer service standards are met or exceeded during the

admission and registration process.

2. Scope

This policy applies on the registration requests received from

potential parents\ students
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All enquiries and applications for admission are captured and s ol YA (e Lgiallas g il il 5 o Jlasioa) en Al
processed via the data records system. The application can be
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completed by a member of the admissions staff. Each application
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The applicable criteria must be met in order to continue to the next
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process stages for new student applications.

s il
ra)h.'iu}’/ (4
4. Enquiries
o e elly Ly dilite il 58 A (e 5 il 2DlaiasY) oy 1

1. Enquiries are generated through various channels, including
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A parent or a guardian applies for their children when visiting
the school after meeting with the admissions team ,schools’

website, CTA’s link of digital Ads. Etc

To complete the admission, a parent must provide all required
documents and information including names, dates of birth

and grade/year of applicant.

If a parent does not pay deposit after the initial acceptance,
then the application is recorded as a “pending for payment”
and a communication from the registrar is sent to the parent
to complete the application. These applications are recorded

as Enquiries with the status “Admissions in Progress™.

Once the parent pays the deposit, or completes the
application, then they receive a communication for each child
containing a receipt, and confirmation of the application that

includes the academic year, grade/year and child’s name.
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Screening & Assessment

A school may undertake screening and assessments to
determine the right placement of the student. The school
determines the educational enrolment criteria, which is in line
with MoE circulars and regulations. This includes age

requirements, complete school records, academic standards,

and being able to rightfully remain in the country.

Screening and assessment standards and process for students
are determined by the academic team and are necessary to
complete the admission process for the school. Within 24
hours of completing this step, student may be offered a seat,

placed on the waitlist, or denied a place in the school.
Accepting or rejecting students is an academic responsibility.

All assessment outcomes including standardized scores,
feedback and the date/time of the assessment must be
recorded in the data record system before the application can

be processed further.

Important: A representative of the school's academic team
should be stationed in the admission office throughout the
peak period of registration to attend to the parents' questions
and inquiries. For the same purpose, a representative of the
academic team should be within the reach throughout the
academic year. This task can be scheduled and distributed

alternately between the academic team members.
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10.

Rejected Applicants

Applicants, who have not met the minimum educational
criteria set by the school, will be denied a seat in the school,
and are notified by a letter from the Registrar. For
applicants who have gone through the admission process

and are unsuccessful.

Confirmed Enrolment

Once student is accepted, the parent must provide all pending
paperwork and payment of applicable tuition fees must be
submitted before the child’s date of join. No students should
be registered in the school without completing their transfer

paperwork and all other documentation.

Required Documents

MAARIF School applications will require the following
mandatory documents:

Signing the Student Contract which contains the terms and
conditions for applying to the school.

Parents' ID for Saudi or parents’ Iqama for Non-Saudi.

Students' ID or Passport for Saudi or students’ Iqama for
Non-Saudi.

Student full file
Financial clearance from previous school

The guardian signs a pledge to submit any documents
unavailable on time.

The school principal (and he can assign a committee ) must
approve the completion of the files of the current students,
including the presence of the contract, ensuring its validity
and validity of the documents before the end of the first
month of the beginning of the school year, and approving the
instantaneous approval of the files of new students upon their
arrival, and he is responsible for following up on completing
the deficiencies Files with the admission team until its
completion.

Page 7 of 13

—nLzo
maarif

lbl) ad, (8

Daleadl e ) aall agile Gaayy Y Al Guasiiall il Al
pa o) g e A el axie e J ganll & ) ginua 5 A dpadaill
Jal e zlad 55t ol cpdll cpedfiall | donasill Jgane Ledu Al

sl s damastl) Al

Jdaud 185G (9

@2y Ailaall G315V men il ¥ (Jy o ang cllall Jsd o ma

aeny dasaill 310 eliial (50 Aupad) b Al (6l Jimasd aay Y
LAY G

Liplhadl claiicad) (10
@5l S Cppadfiall e camg o lae (s jlae (e A sie )l aaii]
A Ll 300
BailYL Aalall o g il g alSaYl Lo (s ging Al llall Sie e add gill
ol
L smaall e Conall S AAEY) 5f G gaall Cprilal gall a5l 4 58
SO gl Sl AEY) S il Sl s 5) (gl Aullal) 4 0 Al
<l ) il
Al Ayl pe Al Auallie
Ay B8 g e iana (6 paluliy 3625 1Y) (s B
Aallall clale JLaiS) alaiely (4iuls y diad CalSi 44 5) A jaall june o i
i G A g dina (o S ae el (e A 353 5 L Lay Galall
Ll calal sl slaie W15 ¢l pall aladl By o V) gl elgail
e il il gill JuaSia) Anie o Jsiue OS5 Wlsas )58 2aad)

L)l Jmsl 5 J ) 3208

Admission Registration Policy Jg:)l9 (! duslivs



11.

1.

12.

Transferring students:

The parent applies for his children’s transfer (transfer
between branches) to another branch affiliated to Maarif.

Sending an email from the branch or the school to the branch
he/ she is transferred to, for student’s admission.

Students' files will not be transferred unless the parent pays
the due amount.

Transferring students on the system when they are in the new
school.

In case that the parent does not complete the transfer
procedures, no refund will be made to the parent except after
referring to the educational institution from which he is
transferred and applying the withdrawal procedures.

Fees and Transportation:

The School Fees are determined pursuant to the Ministry of
Education’s approval. Any changes to the fees will be
communicated to the Parents in due course.

The fees include the enrollment tuition of the student for the
academic year, with the exception of student uniforms and
transportation services, which are offered separately.

The School offers extracurricular activities during or after
School hours, for additional fees determined by the School.

Parents are required to pay the applicable fee upon
registration.

The Fees are to be paid in accordance with the payment
methods approved by the School.

The School is entitled to reject the entry of Students whose
Parents fail to pay the Fees in a timely manner.

A down payment is required to reserve a seat for the student
for the following academic year which is confirmed therein.

The School may offer transportation services or through a
third-party provider for a separate fee; the transportation fees
are determined based on region and the available itineraries
as may be communicated by the School.

The School has the discretion to refrain from providing
transportation services as a result of the Parent’s failure to pay
the applicable fees or in the event of a change of residence
that is off-root from the available itineraries. In such case, the
withdrawal terms mentioned in this Contract would apply.
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10. The School will notify the Parents of any promotions and
reserves the right to revoke such promotion after its expiry.

13. Student Withdrawal: AL lai) (13

1.In the event a student withdraws at any time during that
semester, the tuition fees for that semester shall be due in full.

2.1n the event a student is withdrawn within (30) thirty days prior
to the start of the academic year; according to the Ministry of
Education’s calendar, the School is entitled to impose a fine
equivalent to 25% of the fees of the first semester.

3.In the event that the student withdraws from the transportation
service, the company’s transportation fees are calculated
according to the withdrawal policy for the school
transportation service subscription form. The guardian’s
acceptance of the bus service means his/her acceptance of the
terms and conditions.

4.In the event that a student withdraws or is excluded from the
school, or the contractual relationship between the guardian
and the school ends in any way, and it becomes clear that there
are debts or due amounts owned by the parent, the school will
take the necessary legal measures to preserve its rights in
accordance with the terms and conditions of the Student
Contract The withdrawal process is subject to the Company’s
approved policies, with the discretion to change the terms and
conditions as needed.

5. The withdrawal process is subject to the Company’s
approved policies, with the discretion to change the terms
and conditions as needed
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Schedule A: Enrolment Process Stages

Maarif Enrollment Process
PowerSchool Enrollment Express

5. Documents
Uploaded

3. Duplicate Admissions will

Validation
documents

=

EX run validation to
check potential
duplicate against
existing students and
black-listed ones using
NationallD

1. Pre-
Registration
Guardians submit

Pre-Reg form for
each students

2. Pre-Reg
Approval

The Admissions
department review
the Pre-Reg
submission, fill
additional info and
either approve or
reject the form.
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Import test score . &
8. Acadmic Interview

from testing syst
into PS

®9

Admissions setup an
academic interview with

7. Invited to student and families

' Test
-

Admissions will invite
eligible students to
test.

move to actual active
school based on the
academic year,
Scheduling team start to
assign schedules and
enroll into classes

a‘Q

9, Contract Sign

Admissions invite eligible
students to enroll, then

parents will sign contract
using SMS OTP

6. PS SIS
Parent/Student
Account Creation

Accounts will be Auto
created on AzureAD
from PS SIS,
Parent/student receives
login credentials and
links for accessing
Admissions placement
test

Paid tuition
fees via ERP
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Schedule B: Terms and Conditions of Admission

Accuracy of information provided. All information provided
to school (the “School”) must be true, complete, and not
misleading. The parents/guardians of the student (“Parents™)
must promptly update the School should any of the submitted

details change.

Supporting documentation. All supporting documents
requested during the admissions process must be provided to
the school prior to commencement of the relevant academic
term. The School reserves the right to withdraw the offer of

seat, if all supporting documents are not provided within this

timeframe.

School policies: The Parents and student must abide by all
School policies, as may be amended from time to time. A
current copy of the School’s policies is available upon

request.

The School may coordinate with a third party transport
services provider in order to provide transport services to
students at the School. However, such services are not
included in the School fees, and the terms and conditions of
such services are to be agreed directly between the

parents/guardians and the Transport Service Provider.

Parent instructions to School: The School may rely solely on

instructions from either Parent. In the event that the School
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becomes aware of a dispute between the Parents or in the
event that the School receives conflicting instructions from
the Parents, the School is entitled to rely upon the instructions
of the person selected as the Primary Contact in the
admissions application. The School will only deviate from

this policy if the School is provided with a valid court order.

Provision of information to parents. The School will provide
information about the student, including report cards,
attendance records, and other items in the student’s file, either
to the student or to a Parent. In the event that the School
becomes aware of a dispute between the Parents, and in order
to protect privacy of communications, the School will not
share communications between the School and either Parent

with the other Parent, unless required to do so by Court Order.

Medical liability. Neither the School nor any of its affiliates,
shareholders, directors, employees, consultants or agents will
be liable for injury to the student resulting from improper
treatment of its medical conditions if the Parents fail to inform
the School of such medical conditions in writing or comply
with the School’s medical policy or other instructions

provided by the School or the Health Office Staff.

Review and Amendments

e This policy shall be periodically reviewed and assessed
for effectiveness and adequacy. Any amendments to this
policy shall be made only upon the recommendation of
the Enrolment department. If an amendment to or waiver
of this policy is made or granted, appropriate disclosure
will be made as required.

e The Superintendent/General Supervisor authorized to
exclude certain cases from the conditions mentioned
above, in accordance with the company authority matrix.

e This Charter shall be effective in accordance with the
approval of the CEO thereto.
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e In the event of any conflict between the texts, the Arabic A ooall gaill Gl e gl pu DR 3 da B e
text shall prevail.
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