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1. Purpose    
This policy sets out the criterion for deciding the admission process and fee structure in the NAS. 

The aim is to support families by ensuring that the admission process is transparent and effective.  

2. Policy Statement 
 

● To support the school’s Vision and Mission Statement 
● To support parents by enabling them to understand the admissions process 
● To support the school by ensuring NAS receive the correct information to be able to 

respond quickly to applications 
● To ensure there is a good match between student and NAS for the benefit of all parents, 

so that needs are suitably met 
● To support the NAS in ensuring it adheres to UAE law and KHDA guidelines. 
 

3. Entitlement 
 

3.1 Introduction: NAS strives to be as INCLUSIVE as possible when considering all admissions, 
especially those with specific additional learning requirements or special educational needs. 
The school offers an American curriculum program in an international context with an 
emphasis on the importance of inquisitive learning and enrichment activities. NAS instills 
and integrates UAE local cultural and Islamic values and beliefs as part of the school's overall 
learning objectives. 

 
3.2 Language of instruction: English is the language of teaching, learning and daily operation at 

NAS. As an American Curriculum school we strive for students to become fluent in all 
aspects of the English Language and to meet the expectations for their age. 

 
3.3 Grade level: Students are placed in age-appropriate grade levels as per the KHDA and 

ministry guidelines. If students failed in the last attended school and get admission in the 
same grade, the last result will be discarded for this grade.   

 
3.4  The role of SLT: The school governing board and senior leadership team (SLT) oversee the 

admissions policy of the school and ensure that it allows the school to maintain its mission to 
prosper. Admissions appeals should be addressed to the Principal/ VP who may consult with 
SLT although the governing board’s decision in all matters of admissions is final. 

 
3.5 Eligibility:   NAS admits children between the ages of 4 and 18 years old. Admission to NAS 

is subject to a successful placement test and interview. Admissions to NAS can be made at 
any time although there are cut-off dates during the year, which are communicated via our 
website/parental communication.  

 
3.6. Inclusive Education Admission of Students of Determination : As per the NAS Inclusion 

Policy school welcomes all  students following UAE Government policies  and KHDA 
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Inclusive Education Frameworks  in all admissions, especially those students of 
determination.  All new likely students of  determination are required to undergo intake 
testing which are not conditional to admissions. Parents are required to inform the school if 
a child has already been identified with a need. Based on the results, as well as based on the 
results information gathered from interviewing parents, the school will then decide on how to 
adequately support the student to achieve his/her full potential. 

 
 

 As per the Inclusion and Gifted & Talented Policy, NAS will accept all students based on the 
following UAE Government policies and guidelines: 

 
● Federal Law No. 29 of 2006 and Law No.2 of 2014. 
● Executive council resolution no.2 of 2017 regulating private schools in the Emirate of 

Dubai. {Article: 4-14 and 13-17}  
● My City…My Community a City for Everyone Agenda: Inclusion Vision 2020  
● The Dubai Inclusive Education Framework of 2017 
● Directives and Guidelines for Inclusive Education “ Ensuring Equitable Access to 

Education for Students of Determination” 2019  
 
For details with regards to the admission of students of determination please refer to NAS 
Inclusion and Gifted and Talented Policy. 
 
3.7 Application Procedures 

 

● Contact should be made with the school either via online applications, telephone, 
personally with strict social distancing followed or through an email. An appointment 
will be made to meet the registrar and to tour the school in person following social 
distancing rules or virtually.  

● A completed online registration form must be submitted to the school administration 
office. If the child has already been at school the following should be included: 

o The child’s latest school report.  
● New prospective students will be required to take a digital CAT4 assessment except for 

those identified at admission as having severe barriers such as autism and or intellectual 
disabilities will be exempted. Based on the observation, CAT4  results,  feedback 
interview with parents and students, the school will then make a decision on how to 
adequately support the student to achieve their full potential. The following outlines the 
procedures implemented for admissions (please see appendix 1 for a graphical 
representation): 

o The registrar schedules an appointment for intake assessment and testing, after 
discussions regarding availability of place for the required grade. 

● Assessment fee is AED 300 non- refundable and non- transferable. 
● If the application is successful and a place is available; One-time Admission fees of AED 

1000 is charged for newly enrolled students non- refundable non- non-adjustable and 
non- transferable. A letter of offer will be issued along with joining information. 
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Documents required for new admission: 

1. Copy of birth certificate. 
2. Copy of passport on which the child is registered (A photocopy of a valid resident visa 

for expatriates).         
3. Copy of UAE National ID card for both student and parent and the original for student 

who is new admission or from another country to register them in the KHDA system.  
4. Copy of vaccination card for kindergarten and the original card for Gr1-Gr 12 students.  
5. 5 recent 6X4 photographs for kg and 3 form Gr.1-Gr.12. 
6. 4000 DH per child (1000 AED registration fees.3000 AED deducted from the school 

fees) 
7. Transfer certificate from the previous school to include: date of enrolment; year group 

placement; date the child left the school; school stamp and signature. 

 

Dubai Health Authority Medical Declaration  

It is compulsory for the parents to complete the DHA medical form at time of admission and 
(if any) disclose all the student’s health problems as well as submit the medical report of it. 
(see in appendices). 

Vaccination history for the child will be collected in the form of updated vaccination card 
copy at the time of admission process .This is as per Dubai Health authority’s initiative for 
school vaccination program. 

 
COVID 19 Safety Precautionary Measures 

● School encourages admission documents to be shared in digital formats with the school. 
● Post Covid19 era parents are encouraged to use online registration inquiries, procedures 

and forms available on the school official website; www.newcacdemyschool.com , 
visitors and parents are kindly requested to read through and follow the indicated steps. 

● Existing students should reserve their seats for next academic year with payment of AED 
1000, nonrefundable but adjustable against tuition fees.  

 
3.8 Provisional Acceptance  

● A student may be offered a provisional place at NAS for various reasons. This means that 
application to the school may not satisfy one or more of the admissions criteria. The 
following must then be provided or agreed upon: 
○ further documentation about the chile’s previous schooling such as TCs (transfer 

certificate) 
○ evidence of application for residency or your residency status 
○ student sign up for after school support classes (additional cost) 

● A review period may be set at which point the student’s progress will be reviewed to 
establish if NAS is the most suitable school to meet the child’s particular needs. 
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● If the provisional criteria are not satisfied, NAS retains the right to withdraw the place 
and ask the parents to seek alternative arrangements for their child’s education.  

 

3.9. Withdrawal of an Offer of Place 

NAS aims to maintain the highest standards in all that it does. NAS requires all employees, 
contractors, parents, children and visitors to maintain a high standard of conduct. There is a 
minimum standard of behavior and conduct to ensure people at NAS feel happy, safe, valued and 
confident.  Finally, the NAS place will be withdrawn with immediate effect and the child should 
be removed from school. 

3.10.  Fee Payment, Registration And Withdrawal 

 
School Tuition Fees 

Admission Fees– One-time Admission fee of AED 1000 is charged for newly enrolled students 
non- 
refundable, non-adjustable and non-transferable. 

Registration & Assessment Fees (New Student) - Registration fees is AED 3000, 
non-refundable but 
adjustable against tuition fees. An assessment fee is AED 300 non-refundable and 
non-transferable. 

Seat Reservation (for existing students) – AED 1000 is to be paid for seat reservation non- 
refundable but adjustable against tuition fees       (Cheque Return charge = 300) 

 
The approved fees from the KHDA are as follows: 
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Tuition Fees Installment Structure 
 

Installments Payment Method Date Due 

First Installment  
(Fees + Books + International Exam 

Fees) 

Cash or Current Dated Cheque 20-08-2024 

Second Installment Post Dated Cheque 01-12-2024 

Third Installment Post Dated Cheque 01-03-2025 

 
● All tuition fees are payable in advance of attendance, and are in accordance with the fee 

structure established by NAS under the guidance of KHDA’s established School Fee 
Framework. 

● The admission fee is non-refundable and non-transferable. School fees must be paid on or 
before the first day of the relevant School term to secure the student’s place at the School.  
Furthermore, the parents may be required to pay additional fees, including but not limited 
to fees for the student’s learning support needs (if such individual needs are identified by 
the School in prior consultation with the parents/guardians) and examination fees 
(“Additional Fees”). The school can be contacted for a list of additional fees that may be 
applicable. 

● Failure to pay any School fees may result in exclusion of the Student from the School.  
School   fees,   including   but   not limited to tuition, admission, registration, re- registration 

fees (if applicable) and Additional Fees may increase at any time in accordance with 
applicable law. 

● The Parents must give written notice to the Registrar thirty (30) days prior to the last day 
of attendance, if the student is withdrawing from the School. In the event of withdrawal, 
School fees will be refunded in accordance with the School’s fee refund policy which 
follows applicable law. 

 
3.11 Refunds 
 
The registration fee, admission fee, and re-enrolment fee remain non-refundable, while tuition fee 

refunds follow the KHDA laws/ regulations for Private Education. If a student withdraws 
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or leaves school for any reason, the refunds will be processed as follows and returned to 
the original payee. 

 
● If a student withdraws prior to the start of the academic year, the balance of the first 

term/semester fee paid will be refunded, except the AED 1000 Registration Fee and AED 
3,000 Admissions Fee, or the AED 1000 re-enrolment fee. 

● If  a  student  withdraws  during  the  school  term/semester,  the  Registration  fee, 
Admission fee, and Re-Enrolment fee, are non-refundable, and the remaining fees is 
refunded in accordance per the KHDA laws for term payments. 

● Fees will be charged for one full month if a student attends school for two weeks or less. 
● Fees will be charged for two full months if a student attends school for more than two 

weeks and less than one month. 
● Fees will be charged for the entire school term/semester if a student attends school for 

more than one month. 
● School   fees,   including   but   not limited to tuition, admission, registration, re- 

registration fees (if applicable) and Additional Fees may increase at any time in 
accordance with applicable law. 
 

3.12. Notice of Leaving 
 

● The UAE federal authorities issue regulations about the collection of fees depending on 

the period that a child has been at school and NAS adheres to these regulations in full. 

● When fees remain unpaid children are not entitled to receive a transfer certificate or their 
final reports until fees have been paid. 

 

3.13. Transportation Fees 

NAS will not guarantee all bus routes requested. 
 

 
 

4. Sibling Policy 
According to the sibling policy of NAS for all students including those with determination, the 

third member of the family will be eligible to get a 5% discount and subsequent members 
will get a 5%discount on the regular tuition fee. 
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Eligibility Criteria for Sibling Concession: 
 

● All existing and new students of NAS. 
● Candidate’s real sister /brother must be a student of NAS. 
● Candidates in the lower grade will be eligible for concession. 
● Candidates must provide the supporting documents. 
● Application for fee concession must be given on or before May of the respective 

academic year. 
 

5. Responsibility 
        The Admission Policy will be reviewed annually. The Senior Leadership Team (SLT) are  

responsible for the effective implementation of this policy. The review will be carried out by the 
Senior Leadership Team. 
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6. Appendix 
 

Appendix 1a – Graphical representation of admission process  
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Appendix 1b- Transport form 
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Appendix 1c- Parents undertaking form 
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Appendix 1e: Students Medical form 
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Appendix: 1f- School health record 
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