For Administrative Use

Al Mawakeb School Family Code
Managed by AMSI

Registration Booklet 2013-2014
We welcome you to Al Mawakeb School.

In an effort to provide the best setvice, we have consolidated all the required applications & information into this registration
booklet. Please take the time to read through the required data and to fill the booklet accurately, and submit for final registration.

In this booklet you will find:

1. General Information and Registration Procedure.
2. Accounting Procedures and Regulations.

3. Family Information.

4. Medical & Insurance Waiver.

5. Transportation Information.

Required Documents: (New Students Only) (sund GMall) :dygllaall Baligll
M 1. Copy of Passport with valid Residence Visa. S Sle il sual Jpiall Uyl Zals¥ly all Slea e Bppem ) ]
2. Copy of Birth Certificate translated to Arabic or English. . e ‘. N . e
M 3. 4 colour Passport Photos A ol Lopall (M Lansie aall Balel e 5p50 Y
M 4. Copy of Emirates ID. f‘*“““‘-“f:”l“ ”“f (¢) v
Il 5. Copy of sponsot’s passpott. Losell Lillay e 355t M
M 6. Copy of Vaccination Card. MITENU P PENPR ST |
Il 7. Most recent report card indicating the grade level completed. ekl A3l e 3550 VL
Il 8. For students of Kg2 - 12 applying from: wdall paas as Jadl cwlyull alald Ll jull Lol vH

- Dubai: Online Transfer Certificate requested from previous school, e ClEtiall (Kg2 - 12) b sanll 2t A

Certificate of Continuation of Studies and original report card.

- Other Emirates: Original Transfer Certificate from previous school and
legalised from the appropriate Educational Zone, Certificate of
Continuation of Studies and original report card.

ol Balghs duyuall (o i3 sae JLEDI Sulgin : 0 —

o R yiall (o Bms Liliol JUaDH Sulgt ol,Lad 3L —

LY elaull (a5 Rl o

- Outside U.A.E.: Original Transfer Cettificate from previous school - ~3—.-1~;Y| Slayull (iS5 Ly Hlpatul Suled dyaylaill ddhiall
translated to English or Arabic - and legalised from the Ministry of Sl Lol M dan i Aol Jlanl salgs whledl gyl —
Education, Ministry of Foreign Affairs & U.A.E. Embassy in the country 5,00 cantaitls Loy yill 8,00 Gy dyall Cpo LBuums Ay yall

of origin and a letter confirming successful completion of the previous ks Balall Chuall Ly ¢l 80Lsly olyLo¥) 8, Liu s daa Lol

grade. JEBY 3ulgds I Z3LA : (Gr. 9-12) G yacall fyeosiiall AL
B 9. For students applying to Gr. 9-12: J Saled : i )

Original Transfer Certificate and Transcripts (from 8th Grade
onwards) - translated to English or Arabic - legalised & certified from
the Ministry of Education, Ministry of Foreign Affairs & U.A.E.

Ry |

LI ) an st (laclad Goltll caiall (o) ol o85S p2u8
3ol cpalailly L il 3515 oy Luwpyall (o Suuamay gl
allo¥l 8Ly Lua Ll

Embassy in the country of origin. Jaelad pwlill ciall o laty) gl fuan 3algls N [ |

B 10. 1 ctter of Good Conduct required for all students coming to Gr. 9-12.

STUDENTS’ INFORMATION

Student 1 Student 2 Student 3 Student 4 Student 5

First Name

Family Name

Nationality

Female / Male

Date of Birth

Religion

Applying to Grade

Previous School

City

Country

Curriculum

Emirates ID #
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General Information & Registration Procedures

GENERAL REGISTRATION INFORMATION

REGISTRATION HOURS
Sunday through Thursday: 08:00 to 15:30 all year and Saturday: 09:00 to 12:30, September to June.

REGISTRATION PROCEDURES

1- All new students from KG to Grade 12 must sit for and pass an Assessment & an Interview. (Application fee/student is
500.00 AED, non-refundable).

2 - The results of the Assessment and Interview will not be disclosed until all documents have been submitted to the registrar’s
office.

3- All parents (father or mother) must proceed to the registration/accounts depatrtment in school to complete the registration pro-
cedures, database and payment.

4- Parents must sign and approve the recommendations after the entrance assessment (including special and extra classes).

5- Registration will be cancelled if a student fails to join the school for a period of 3 consecutive weeks of the academic year without prior
written notice.

6- Registration to any class is not final until all the proper documentation is available with the administration, the annual tuition
fees settled in full as per the procedure detailed below and after the approval of the Ministry of Education / Relevant Authority.
7- New Students applying from inside the UAE: Legalized transfer papers must be submitted before the end of June.

8- Grade 10, 11 and 12 students (cutrent and new) must submit a copy of passport with residence visa valid for at least 6 months.

TRANSPORTATION PROCEDURES
1. Registration for all transport services will be suspended one week before and after the start of the academic year, and will resume
later pending availability.
2. In case of address change, an advance notice and map are required three working days ahead, before we can reinstitute the
transport service and only if the new location is on designated routes.
3. The administration resetves the right to suspend / deny any student the use of the transportation service if he/she does not abide
by the set rules and regulations. The students will be responsible for any damage done to the transportation busses.

4. 'The administration reserves the right to revoke the seat allocated to the student(s) at registration once the bus route is confirmed.

On Rules and Regulations
1. The school shall ensure that every student registered for our trans-

port utility shall have an allocated seat.

2. The school shall include every student registered for our transport
utility in our accident & third party liability insurance scheme.

3. The school shall strive, from within the known restrictions, to maxi-
mize the efficiency of the transport system.

4. The school must adhere to the public rules and regulations of trans-
port as prescribed by the traffic & concerned departments.

5. The school reserves the right to allocate collection and drop off
points to certain areas, streets, compounds and multiple entry build-
ings. Such distribution, if any, would be announced to the subscribers
upon finalization of the transport routes.

PROCEDURE FOR THE SETTLEMENT OF SCHOOL FEES

The Transport Administration:

1. The transport system opetators cannot wait to pick up a student
after the time that has been allocated to him has passed.

2. Any student who is not collected at the point of delivery shall be
returned to school and his parents contacted to collect him/her.

3. There will be restrictions on the motion of our busses due to
road/construction/or similar aspects. The school transport adminis-
tration reserves the right to allocate the pick up and / or drop off point
and time based on the factors that improve the overall efficiency of the
operation & not on personal needs of the user.

4. Parents may track the assigned school bus online from the school
portal.

Payment for tuition fees and registration shall be tailored over the payment plan that you deem appropriate. We ask that you
redeem the cost of the books, uniforms, and the notebook computer (if any) on registration because we are paying these costs on

your behalf before the beginning of the academic year.

Note: a. For new parents who settle their fees through their employer, or any other organization:

* Submit personal cheque dated prior the first of September to leverage the payment.

* Secure an official acceptable confirmation on company letterhead to be presented with the registration documents.

* Secure the approval of our accounts department.

* Eventually, once your company’s payment is confirmed, you shall be refunded the full amount of your original payment.

b. For new organization/employer, parents must submit personal cheque dated prior to the first of September to leverage the payment.

I have read and I understand the above procedures

Guardian / Parent’s Initials & Signature:



- . *» -
Jawall e dale olaglaa
J__a+u:\.llaL§3i
Ol M sl o gl VY, ¥ e ia Talis 4,0+ Go ronpaal Ll 3Luae ¥+ Sa alis A+ (e upanll i aa ¥l e

Jaawill sl yal

(s [ aayu 00 aiand 5)latul auy) an®s sUlate¥ Grade 12 ) KG o Ol poas paay )

Hatall ael gall 335 Jamaill aud ) Typllaall ololgill LU apuls Jud anafill o llatel gl e gealy o .Y

sl o g Lasiall el g3l 33y oo shaall 8, Laiual oo cmuntll Lalae +LgsY Lpwlaall/ Jamaill aud M e gill (a1 51 ) 5pa¥ elilyl Jle ¥
oyl Braws s oMl (gt o suolpall aladl (o Lllite sl &35 Sl A pually Baily ol 13 pan Qs (o Jamass 3L 8
Jamtl) Lalae oLy ellds L s85 ug oy oln s Ll Liaate andill o llatel olus iy il e wadgill saall ¥ Ll e 0

o0 sl 3asuiy coliul cpanall Jgunl 335 Loas purall a gun sl sy cJamusill s M Ty gllaall olituall T5LS 40085 say ¥ Lles Jamaill pepmy ¥ 0
Il Jams e Lgaadlpo elacly olaituwall ppan Lataall Liggll/

Ol et Lolgs Ja3 Beas agllanl 3,0 apads Agall Jaks Go caliiiall OMall poaa e cay Y

il 2 ol aLasy sl TV saal Lntlis Lals] 550505 po yaull jlpad 5y 5 auals e S Sl golall GRlall Gyaall I Bl Jle A

gysadl Jail
S 5355 Lo 13 dlaany il o e g sraly sanys ¢ sanls Js¥1 ol yall agall Ja3 Ja S5l s T3S 5 Jamaatll B3,
Boasall JBl algay e 3l L gllaall Jaill qﬂc__mauJs‘ynu_uduegiv;gi__@;ﬁwehg%‘abmﬁﬁm.%
LouM oo S ¥y 3Kl 40315 Ly g caslallins S5 131 Lo Y ol o sl o M) Balasly o3l ¥ ol lUall Lol s o Lal] 550031 3 00
Aayaall Jid e Boaaall Lslgall Ja olgay e 2l Jail Loaa 5 Qs ol Jsa8 o (a3, B 5,001 Ladias

JiA g Juawdll olelyal

e Loy pladl 38T Al 51 lalsl o (o2 ol Loy a3 O GSTgall Luuyaa 3,00) agas

A sl s gall e Al S T UL 455 0 Lyl 23l oo omlall axie e eyl S 3 e € e plact «

O OsoaLs il JaYl ¢ e HUATIL 4585 () duuall Q)L:‘A ol = RUNER-RWAL SN 15 e oyl JE pusty iU S J .

ot Tlall Bolel i ol oda gy Basall Sk 8 peslil Sl iy g U 5o LeS bt gl a3 3+

MJJAHU_H‘A_AJ\}AAAJJJ.AJW)LLL,J—AY\_\JL‘ASY[,A_“JJA_" L\_J L\_A,J. | 5 Busal
aesll 2wy Ll Lbad 0

. Bl Gasb e ol puadl 5 o3la Lallas Ugyu o doladl o gl -

osins sl e gly uyaall JEI e Coamy Ealaia M Eyllall Jlayl « . “’T’T’j”*@::_. - el i ’l“”

il T g yus L galo 5 punso ol luws dpmaytall & lall SLasl 4 oA o DRl Ul e s O e :

Tomnt o¥la e duis sudy Jiill 50UiS sia oo $ MY atuugy Jaluall Sosaiall LYy g lshlly Bhliall

Tyl el IMA Cyo T yoall Tt Lo Easlie 53 s LY (s s BBk apan3 Go gV 58— cans Lo ] - Ll
TP O

Coanpaall pguipll sasud ol

s IS Lagd wps JaY! G bl agd sham s canwlity a353550 Lo o Laagandl a3 o yall ol s geals3 Luyaall 5)laf o 533
L Liand o Luyuall o caa Jymaal = Molas aaads wic (g Lo 13]) Jganall 53 500aSl (i boslly salall) (g yuall

ola oaa s

raandl 55091 oLl e B yall bLudY s 30 8 olawyall @L< 13
bl o JsYI U3 Bty Janye Lty Bl agililun (o (aals el gais
LYl iy Lol 5l Lgad o355 S0 ol Lwpall (o Lyanay Ulioy agads ¥
Lapaall 5 Lalaall s agle 3305 Of way Y1 elpa ¥l gy Joall a3, ¥ ¥
Ll Lalall agslilun oo Ja¥l anbs 3 jliall JolS ¢ Lol Tupaall o535 ¢

slaally ol oy awl Slelyadl odn oo Bilsly oiE sil

General Information & Registration Procedures Approved by: AMSI  Authorised for internal use by: School Principal ~ Issue Date: 25/03/2013  Version No: 2.3 /13-14  Registartion Booklet



Procedures Approved by: AMSI  Authorised for internal use by: School Principal  Issue Date: 25/03/2013  Version No: 2.3 /13-14  Registartion Booklet

1Stration

General Information & Reg

ACCOUNTING PROCEDURES

This memo defines the standards and regulations that govern the registration, cancellation, and
discount procedures as set forth by the Chief Financial Officer of AMSI.
The standards are final and cannot be altered or modified.

1- ON LATE ENROLLMENT

1.1 Any registration prior to and up to the end of December, shall incur full tuition fees. All other fees remain at their fullest
implications.

1.2 Any registration that is required in the period between the first of Januaty and through the first of February shall incur fees
as per the following formula: Divide value of tuition fees by 8 months, and then multiply that by the number of remaining tuition
months. Add the value of the books, school uniforms, KG activities and notebook for Gr.11 & 12 and 1500.00 AED for pro-
cessing fees.

1.3 Any registration that is required past the first of Februaty shall depend on the grade for calculation of fees. Any discount
does not apply anymore. Registration shall incur fees as per the following formula: Divide value of tuition fees by 8 months, and
then multiply that by the number of remaining tuition months. Add the value of the books, school uniforms, KG activities and
notebook for Gr.11 & 12. Add 1000.00 AED processing fees for Gr. 2-8, and 1500.00 AED processing fees for Gr. 9-12.

1.4 Transportation: any registration prior to and through the end of January, shall incur full transportation fees. Any registration
past the first of February shall incur 50% of the transportation fees, pending availability.

1.5 Special Classes: any registration prior to and through the end of January, shall incur full fees. Any registration past the first
of February shall incur 50% of the fees.

1.6 Parents will not be entitled to any refund whatsoever for cancellations made as of the first of February.

2- ON ACTIVITY REGISTRATION

These ate completed with a cash or curtent/cheque payment immediately upon registration.

Please note that the accounts department will issue a final registered participant sheet, & cross tally it against actual participants.
Any participant who did not complete the registration procedures will be removed from activity.

Any registration prior to and through the end of January, shall incur full activity fees. Any registration past the first of February
shall incur 50% of the activity fees.

3- ON TRANSPORTATION REGISTRATION

The fees for any required school serviced transportation must be settled along with the registration fees & upon registration.

4- ON CANCELLATIONS AND REFUNDS

Registration

4.1 Current and new registered students can cancel their registration without any deduction up till the 20* of June; after that
a 1000.00 AED processing fee shall be charged for cancellation of registration and 500.00 AED for transportation.

I have read and I understand the above accounting procedures Guardian / Parent’s Initials & Signature:



Tuition
4.2 Through the last day of January - divide the full tuition + special classes (include sibling discount if applied) value in
question, without the cost of the books, P.E. uniform, school uniform, KG activites and the notebook computer for Gr. 11
& 12 by the actual months of tuition (eight). Multiply by the number of months enrolled. Add 1000.00 AED. The balance
is refunded to parents.
4.3 Parents will not be entitled to any refund for cancellations made as of the first of February.
4.4 Refunds and Cheque withdrawals cannot be made during July and August and will be processed as of the first week of September.

All non-regular Subjects: LE. Arabig Frendy Sodal Studies in English

4.5 The parents shall be entitled to a refund for the special subject fees in question, as per the following refund procedures:

Refund Structure

4.5.1. Through end of November, refund shall incur as per the following formula: Divide value of the special tuition
fees by 8 months, and then multiply that by the number of studied months. Add one month as cancelation charges.
The balance is refunded to parents.

4.5.2. After the first of December parents are not entitled to a refund.

Refund Procedure

4.5.3 Withdraw the third payment (PDC) if available, and deduct the amount to be refunded without charging 100.00
AED (Cheque withdrawal charges).

4.5.4 Reconcile the amount to be refunded with any returned cheque, if available, after charging 150.00 AED.

Transportation

Refund Structure: Divide the transport cost by 8 months, multiply by the number of months the service was used, and add
one month processing fees. The Balance is refunded to parents.
Parents shall not be entitled to any refund whatsoever for cancellations made as of the first of February.

Activity Refunds

Any cancellation, from date of enrollment through the first 2 weeks of the activity: parents shall be entitled to a refund
with a one month activity charge fee, after which there will be no refunds.

IMPORTANT NOTES THAT APPLY TO ALL OF THE ABOVE:

1. A student who is suspended from any activity as deemed necessatry by the academic administration, or expelled from
school for any reason whatsoever, shall not be entitled to any refund whatsoever.

2. No refunds shall be made to the parents unless their account is fully settled, and there are no outstanding payments
due in the form of post-dated cheque(s) or other.

3. Refunds will be made to the entity that settled the amount to the school.

4. Any refund cannot include the value of books, P.E. uniform, school uniform, KG activities or the notebook comput-
et for grades 11 and 12. They are non-teturnable / non-refundable after they are delivered.

5. The application fee of 500AED is non-refundable and is applied on every new student.

6. Procedure: Cancellation requests should be submitted in writing and must carry a valid reason. The accounts calcu-
lation will consider the date of the submitted written request.

5- ON DI1SCOUNTS

5.1 The Al Mawakeb accounts department will honor only the standard sibling discount applicable in case of the registra-
tion of one or more siblings at any of its campuses in the UAE.

5.2 The sibling discount is only applicable after the parents have fully reimbursed the school for any outstanding invoices or
outstanding accounts and is only granted to zero balance accounts.

5.3 For students who receive a scholarship a respective amount will be credited towards the balance of the tuition fees of the
student if payment was made in part. If payment was made in full, then the amount will be deducted from the tuition fees of
the next academic year.

6- ON RETURNED CHEQUES AND UNSECURED PAYMENTS (CHEQUE WITHDRAWAL)

6.1 Any returned cheque for lack of funds shall be reimbursed in cash and not replaced by another cheque.

A processing fee of 150.00 AED shall be added to the then settled amount to be also collected in cash.
6.2 A 100.00 AED processing fee shall be charged to the parents every time they request that their cheque be withdrawn
prior to the deposit due date. This fee shall be settled in cash along with a withdrawal request letter. (The request letter must
be dated at least 15 days before the cheque due date).
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Family Information

FAMILY INFORMATION

Father’s Name Father’s Nationality
Mother’s Name Mother’s Nationality
Who is the main contact? |:| Father |:| Mother |:| Other (Legal documents)
Who is registering? |:| Father |:| Mother |:| Other (Legal documents)

Remarks (Divorce, Death, other):

In case of divorce or separation, presentation of custody papers is required.

DETAILS OF RESIDENCE

EMIRATE: AREA NAME: STREET:

BUILDING/ COMPOUND: APARTMENT/VILLA NUMBER:

How WOULD YOU PREFER YOUR DATA TO BE DELIVERED FROM SCHOOL

I:l SMS I:l E-MAIL I:l Fax OTHER:

PARENT INFORMATION

Data Father Mother

Company Name

Position held in company

Home phone number

Office phone number

Mobile phone number

Fax number

E-mail address

P.O.Box number & city

Emergency contact number (s)

1. Has your child ever been suspended from any of his previous schools? [ ]| Yes [] No
If yes, explain circumstances.

Alumni of AMSI Schools? Campus_ = Classof  |Campus_  Classof

2. Has your child ever been expelled from any of his previous schools? [ | Yes [ | No
If yes, explain circumstances.

3. Please list his/her academic awards:

4. Please list his/her other awards:

How DID YOU HEAR ABOUT US?

I:l NEWSPAPER I:l INTERNET I:l WEBSITE D FRIEND |:| WORD OF MOUTH I:l OTHER:
OR MAGAZINE

Guardian / Parent’s Initials & Signature:



FORM FOR DIVORCED PARENTS

FAaMILY NAME:

Student(s) Name Grade & Section

B 0| N~

FATHER’S DETAILS

Father’s Name |:| In UAE |:| Outside UAE

OrrICE TEL: MOBILE TEL: EMAIL:

EMIRATE: AREA NAME: STREET: BuUILDING/ COMPOUND:

APARTMENT/ VILLA NUMBER: RESIDENCE TEL:

MOTHER’S DETAILS

Mother’s Name |:| In UAE |:| Outside UAE

OFrrICE TEL: MOBILE TEL: EMAIL:

EMIRATE: AREA NAME: STREET: BuUILDING/ COMPOUND:

APARTMENT/VILLA NUMBER: RESIDENCE TEL:

Custody is granted to (please attach conrt documents) : |:|F ather |:| Mother |:| Other

Permission for parent /other without custody to see child(ten) is granted: |:| Yes |:| No
Note: (please clarify whom)

Parent in charge of /allowed to be informed about academic progtess or any other issues:

|:| Father |:| Mother |:| Other (please specify)

Parent in charge of school fees:

|:| Father |:| Mother |:| Other (please specify)
Child(ren) are living with | |Father [ |Mother [ |Other (please specify) at this
address:
EMIRATE: AREA NAME: STREET: BUILDING/ COMPOUND:
APARTMENT/ VILLA NUMBER: RESIDENCE TEL:

I father / mother / guardian of the child(ren) above do hereby attest that the

information I have given is accurate.

Guardian / Parent’s Initials & Signature:

Issue Date: 25/03/2013  Version No: 2.3 /13-14  Registartion Booklet

Authorised for internal use by: School Principal

Approved by: AMSI
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Issue Date: 25/03/2013  Version No: 2.3 /13-14  Registartion Booklet

Authorised for internal use by: School Principal

Approved by: AMSI

Medical and Insurance Waiver

MEDICAL AND INSURANCE

EMERGENCY TREATMENT

PLEASE READ AND SIGN THE FOLLOWING STATEMENT.
I hereby authorize the medical personnel of Al Mawakeb
School or any other qualified medical officer to adminis-
ter emergency treatment and/or first aid treatment that
my child/children may need during the course of a not-
mal school day or during any school supervised activity.

I also understand that in the case of emergency and if 1
am not reachable I authorise the school to send my child
to the hospital or medical center for the neccessary tests
and treatments.

Parent Name:

Date:

Signature:

For Your Information

The school provides the following cover to all the students while

in school or during any school-endorsed activity.

PERSONAL ACCIDENT COVER (PAC)

Under this policy our students are covered as per a set scope
and limit during school hours or during any school-endorsed

activity - Conditions apply.

Limits: 75,000.00 AED for Death or Total Permanent/

Partial Disability per Student per Accident.

10,000.00 AED for Accidental medical expenses per

Student per Accident.
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Guardian / Parent’s Initials & Signature:



TRANSPORTATION FORM

Student Grade
Code Student Name & To From [T & F| El E2
Admin. use only Section
DETAILS OF RESIDENCE AND CONTACTS
EMIRATE: AREA NAME:
STREET: BUILDING/ COMPOUND: APARTMENT/VILLA NUMBER:
RESIDENCE TEL: OFrFICE TEL: MOBILE TEL:

KINDLY USE THIS SPACE TO DRAW A MAP TO YOUR RESIDENCE

Date:

Guardian / Parent’s Initials & Signature:

Version No: 2.3 /13-14  Registartion Booklet

Issue Date: 25/03/2013

Authorised for internal use by: School Principal

Approved by: AMSI
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