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Sharjah Private Education Authority

Policies and Procedures Manual

Policy No. (SPEA-8.1.04. 0): Payable Tuitions to Schools and Refunds Policy

Effective Date: December 2021

1. Purpose

The purpose of this policy is to outline the payable tuition fees to schools and other fees in exchange

for educational activity services provided to learners, and to regulate fees collection and refunds.

2. Scope and Application

The scope of this policy includes the private schools licensed by Sharjah Private Education Authority,

and beneficiaries of the services provided by these schools.

3. Definitions

3.1 Tuition: Amounts collected by schools in return for providing educational activity services to
learners and all the relevant curricular and extracurricular activities related to the curriculum,

educational resources, textbooks, and school uniforms.

3.2  School transport fees: Amounts collected by schools in exchange for providing school
transportation services to the learner from home to school and vice versa, according to the

concluded agreement between the school and the parent.

3.3  Other fees: They are the additional fees collected by schools in return for the additional
services provided to learners at the request or approval of their parents, and in accordance

with the Authority’s policies.

3.4 Parent :The person legally responsible for the child or whoever is entrusted with his care.

4. Policy

4 1 General Provisions:

4.1.1. Schools are obligated to collect tuition and school transportation fees, provided

that, it does not exceed the value approved by the Authority.

4.1.2. The school may apply a system of deducting or exempting from paying fees
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according to the policy it adopts, with clarifying its conditions and mechanism for

parents.

4.1.3. The school shall clarify the total value of the due tuition for each learner of the
academic year, as well as the discounts if any. These details shall be mentioned in
the contract signed between the school and the parent at the beginning of school

enrollment in each academic year.

4.1.4. The school shall be obligated to allow the parent to pay tuition and transportation
fees in at least three installments, separated by equal periods of time during the
academic year or as agreed upon by the two parties. It is also permissible to pay

tuition and school transportation fees all at once if the parent so desires.

4.1.5. The school may collect tuition through monthly payments during the academic

year.

4.1.6. The schoolis entitled to collect the first installment of the tuition within one month
only before the beginning of the academic year. It shall not compel parents to pay

the lump sum before then.

4.1.7. The school shall be obligated to give the parent (or whoever acting on their behalf)

areceipt for any cash or electronic amount collected from him/her.

4.1.8. The refund policy of school transportation fees is subject to the terms agreed

between the school and the parent upon contracting.

4.1.9. The value of tuition and school transportation fees for one month is estimated by

dividing the total tuition by 10 months.

4.1.10. If the learner enrolls in school on any date after the beginning of the academic year,
tuition will be collected from the beginning of the month in which the student is
enrolled (Example: If the student enrolls in the second week of November, then

tuition will be collected starting from the beginning of November).
4.1.11. The refund policy mentioned in this policy applies to each semester separately.

4.1.12. The value of tuition is calculated for each semester as follows:

— Schools whose academic year begins in September: 40% for the first semester,

30% for the second semester, 30% for the third semester.

— Schools whose academic year begins in April: 30% for the first semester, 40% for

the second semester, 30% for the third semester.
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4 .2 Tuition collection in advance:

4.2.1. The school may collect the enrolment fees for new learners or renew the enrolment
of current learners at the school for the following academic year within four (4)
months before it starts for the purpose of reserving a seat for the learner. This
amount shall be deducted from the tuition of that academic year, provided that it
does not exceed (5%) and not exceeding (1000) dirhams of the value of the

approved tuition.
4 3Fees refund:

4.3.1. The school is entitled to not refund the enrolment fees or the enrolment renewal
fees (reserving a seat) in the event that the learner does not attend it, as specified in

Paragraph (4.2.1)

4.3.2. |If the learner does not attend school during the first week of the academic year, and
his parent does not inform the school of this, the school may cancel the seat
reservation and reserves the right not to refund the enrolment fees or enrolment
renewal fees, and the learner shall lose the seat if there is no vacant seating in the

school after that.

4.3.3. If the learner attends the school at the beginning of the academic year and then
leaves it voluntarily during the academic year, the tuition due to the school will be

calculated as follows:

— If a student attends school for a period of two weeks or less, one month tuition

shall be charged.

— If a student attends school for a period exceeding two weeks and a maximum of

one month, two-month tuition shall be charged.

— If the student attends for more than a month, the value of the entire semester

tuition shall be charged.

— Refunded fees are calculated as of the date of the application officially submitted
by the parent regarding his/her desire for his/her son/daughter to not continue
in school, or the date of the student dropout if it is earlier than the date of

submitting the application.
4.4 Other fees:

4.4.1. The school may charge other fees for additional services provided for the learner
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and upon request or approval of the parent as in the following cases:

— Entry fees for entertainment places during trips organized by the school for
learners in accordance with the policy of extracurricular activities approved by

the Authority.

— Fees for extracurricular activities during extended times after official working

hours and authorized by the Authority.
— Fees for foreign trips after attaining approval from the Authority.

— Fees for international standardized tests that are not related to the curriculum, as

determined by the Authority
4.5 Fees that schools are prohibited from collecting:

451. Except for what was mentioned in this policy, schools are prohibited from charging
any fees by any other name. For example, without limitation, admission test fees,
website fees, ID fees, level improvement fees, educational materials fees, health

services fees, or health insurance fees.
4.6 Parent’s lack of commitment to pay tuitions:

4.6.1. In the event that the parent fails to pay the due tuitions on time, the school has the

right to apply the following procedures:

— Refraining from issuing the academic certificate for the learner and not agreeing

to transfer him/her to any other educational institution.

— Refraining from renewing the learner’s enrolment for the following academic

year until settlement of tuitions is made.

— Recourse to the competent judicial authorities to claim its financial rights

according to the contracts concluded with parents.

4.6.2. The school may not, even temporarily, suspend the learner from learning, including
depriving him/her of taking exams at the end of the semester or academic year, or
any other scheduled exams, or depriving him/her of accessing textbooks and
educational resources during the academic year in which he/she completed the
enrolment or re-enrolment procedures and was enabled to learn since the

beginning of the academic year.
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5. Procedures

5.1

5.2

5.3

5.4

9.9

The school shall include the due tuition in the contract signed between the school and the
parent, detailing the due dates for each payment and specifying the date of the student’s

enrolment in the school, upon the school’s approval of the student’s enrolment in it.

The parent shall submit a documented request in the event that he/she wishes to cancel the

student’s enrolment, specifying the date of dropping out.

The school shall notify the parent of its approval of the request and set the date of the

considered dropout.

The school shall implement the financial settlement procedures at the request of the parent

and inform him/her of the amount due to or due from the parent.

After a financial settlement is reached between the parent and the school, the school shall
implement the necessary procedures for the student’s withdrawal from the school and

provide him/her with the necessary documents.

6. References

1 Administrative Resolution No. (19) of 2019 regarding the regulation of private education in the

Emirate of Sharjah.

7. Attachments

This policy has no attachments.
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