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Elite International School

Student Admission and Registration Policy

1. Purpose

This policy establishes the procedures and criteria governing the admission, assessment, registration, grade
placement, transfer, and re-enrollment of students at Elite International School (EIS).

It aims to ensure that all procedures are fair, transparent, consistent, appropriately documented, and aligned with
the requirements of the Ministry of Education and Higher Education (MOEHE) and the school’s approved
policies.

2. Scope

This policy applies to:

New applicants seeking admission to EIS.

Students transferring from schools within or outside Qatar.

Current students completing re-enrollment for the following academic year.

Staff involved in admission, assessment, placement, registration, and student support.

3. Regulatory Compliance and Grade Placement

EIS follows all applicable MOEHE requirements related to admission, registration, age eligibility, grade
placement, documentation, transfer, certificate authentication, and equivalency.

Students are placed according to:

e MOEHE age and grade-placement requirements.

e The last grade successfully completed.

e Previous academic records and certificates.

o The student's previous curriculum or educational system.

e Applicable certificate authentication or equivalency requirements.
o Admission assessment results, where relevant.

Students transferring from outside Qatar or from a different educational system shall follow the applicable
MOEHE requirements for certificate authentication, equivalency, and grade placement.

Where MOEHE regulations or circulars are updated, the latest applicable requirements shall take precedence.



4. Admission Standards and Selection Criteria
Admission to EIS is based on:

e Compliance with MOEHE requirements.

e Availability of seats.

e Completion of the application and required documentation.

e Successful completion of the applicable admission assessment.

e Previous academic performance and educational background.

o The student's readiness for the requested grade.

e The school's ability to provide an appropriate educational program and required support.

EIS operates an open admission approach. Eligible applicants are generally offered places on a first-come, first-
served basis, subject to available seats and approved school admission priorities.

Completing an application or passing an admission assessment does not automatically guarantee a seat.
5. Admission Communication and Parent Information

Following the relevant MOEHE announcement regarding registration for the following academic year, EIS
informs parents through approved communication channels, including:

o Circulars.

e SMS or electronic communication.
o The school website.

o Official social media platforms.

The Student Affairs / Admissions Department provides parents with relevant information regarding:

e The school curriculum.

e Assessment and evaluation procedures.

e Academic calendar and school timings.

e Admission and registration requirements.

e School fees and payment regulations.

e School policies.

e Accreditation information, where applicable.

e MOEHE requirements related to placement or equivalency.

6. Application Procedure
Parents/guardians shall complete an Entrance Assessment Application Form and submit the required documents.

Applications may be completed at the school during the announced admission hours 7:00 am to 12:00 noon or
obtained through the school website www.eliteintschool.com

Applications shall be processed once the required information and documentation have been received.



Documents Required for the Entrance Assessment

The following shall be submitted, as applicable:
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Completed Entrance Assessment Application Form.

Student's birth certificate — original for verification and a copy.

Copies of parents'/guardians' valid passports and Qatar ID cards.

Student's valid passport — original for verification and a copy.

Student's valid Qatar ID.

Vaccination record — original for verification and a copy.

Most recent report card or academic record from the previous nursery/school.
Completed Parents' Questionnaire.

Signed undertaking prior to the assessment, where applicable.

10 Recommendation form/report from the previous nursery/school, where applicable.
11. Any additional documents required by the school or MOEHE.

7. Admission Assessment

The admission assessment determines the student's academic and developmental readiness for the requested

grade.

Assessments are aligned with the school's adopted curriculum standards and grade-level expectations, including
Common Core and/or AERO standards, as applicable.

Early Childhood — Preschool, Pre-Kindergarten, and Kindergarten

Assessment is age-appropriate, developmentally appropriate, and readiness-based. It may include:

Communication and language.

Early literacy.

Early numeracy.

Fine-motor skills.

Social and emotional readiness.

Ability to listen to and follow instructions.
Independence and classroom readiness.
General developmental readiness.

Assessment methods may include observation, interaction, oral responses, practical activities, and play-based

tasks.

Grade 1 and Above

Students are assessed in:

English

Reading and comprehension.
Vocabulary and language skills.
Writing.



Mathematics
e Numerical and computational skills.
e Mathematical concepts.
e Application and problem-solving.
Arabic
Arabic-speaking students shall also be assessed, as applicable, in:
e Reading.
o Reading comprehension.
o Language proficiency.
e Writing.
Additional assessment may be conducted when necessary to determine appropriate placement or support.
8. Assessment Arrangements

Once the application has been processed, parents will be informed of the assessment date.

Where applicable, the assessment fee shall be paid according to the school's approved fee regulations and shall
be non-refundable and non-transferable.

Students may be assessed individually or in small groups according to their age and grade level.

Assessments are normally conducted without parents/guardians in the assessment room to allow the academic
team to evaluate the student independently.

The Social Worker and/or other relevant personnel may also meet with or observe the student when appropriate.

9. Admission Decision
Admission decisions are based on the overall review of:

e Assessment results.

e Previous academic records.

e Age and grade eligibility.

e Developmental or school readiness, where applicable.
e Required documentation.

e Availability of seats.

o Identified educational support needs.

Parents/guardians will normally be informed of the decision within three working days following completion of
the assessment process.

The decision may be:



e Accepted

e Accepted with an Undertaking / Support Plan
o Further Assessment Required

e Not Admitted

Where further information is required, the school may request additional documentation, assessment, or
consultation before reaching a final decision.

10. Conditional Admission and Student Support

A student who meets the general admission requirements but requires additional academic support may be
accepted with an undertaking or support plan.

The plan may identify:

e Areas requiring improvement.

e Required intervention and support.
e Parent and school responsibilities.
o Follow-up arrangements.

e Progress review dates.

Where a student requires additional learning, language, social-emotional, physical, or other educational support,
parents shall provide relevant reports or previous support plans.

The school may request additional professional documentation when necessary to determine appropriate
educational provision.

11. Enrollment and Required Documentation

Successful applicants shall complete the enrollment process within the deadline specified by the school, normally
within one week of notification of acceptance.

The following documents shall be submitted, as applicable:

Completed Enrollment Application Form.

Four recent passport-size photographs.

Signed School Fees Regulations Agreement Form.

Fee/payment clearance letter from the previous school, where applicable.

Completed medical form.

Health evaluation certificate and health record from the relevant health center.
Employment letter from the parent/guardian's or sponsor's workplace, where required.
Previous report card/certificate.

Authenticated academic certificates for students transferring from outside Qatar, where required.
10 Certificate equivalency documentation, where required by MOEHE.

11. Required identification and transfer documents.

12. Any additional documents requested by the school or MOEHE.
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Enrollment is confirmed once the required documents have been verified, applicable fees have been paid, and all
school and MOEHE requirements have been completed.



Registration and seat-reservation fees are non-refundable and non-transferable, subject to the school's
approved fee regulations. Where applicable, the seat-reservation fee forms part of the first-semester tuition fees.

Failure to complete the enrollment requirements within the specified deadline may result in the offer being
withdrawn and the seat being offered to another applicant.

12. Transfer Students
Students Transferring from Schools Within Qatar

Students transferring from another school in Qatar shall provide the required academic, transfer, identification,
and relevant documents in accordance with school and MOEHE procedures.

Students Transferring from Qutside Qatar

Students transferring from outside Qatar shall provide the required authenticated academic records and comply
with applicable MOEHE requirements concerning certificate equivalency and grade placement.

Parents/guardians are responsible for ensuring that all submitted documents are complete and authentic.
13. Re-Enrollment of Current Students

Current EIS students shall complete the re-enrollment and seat-reservation procedures within the announced
period.

Re-enrollment is subject to:
e Completion of the required procedure.
o Payment of applicable approved fees.
o Settlement of outstanding financial obligations, where applicable.
e Submission or renewal of required documents.

o Compliance with school and MOEHE requirements.

Failure to complete re-enrollment within the announced deadline may result in the school being unable to
guarantee the student's seat for the following academic year.

14. Withdrawal and Transfer from EIS
Parents/guardians wishing to withdraw or transfer a student shall submit the required request to the school.

Student records, certificates, and transfer documentation shall be processed in accordance with MOEHE
requirements, school procedures, and applicable financial-clearance requirements.

15. Parent/Guardian Responsibilities
Parents/guardians are responsible for:

o Providing complete, accurate, and authentic information and documentation.
e Meeting application, registration, and payment deadlines.
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o Informing the school of relevant educational or support needs.
o Keeping identification, residency, medical, and contact information updated.
e Complying with school and MOEHE registration requirements.
e Reading and acknowledging applicable school policies and agreements.
False, misleading, incomplete, or altered information may result in the application or registration being reviewed.

16. School Responsibilities

Student Affairs / Admissions Department shall manage applications, documentation, parent communication,
assessment scheduling, registration, and student admission records.

Academic Team / Coordinators shall conduct or supervise assessments, review academic information,
recommend appropriate placement, and identify support needs.

Social Worker / Student Support Personnel may support the assessment of student readiness, adjustment, and
identified support needs.

Finance Department shall manage applicable fees, payment information, and financial clearance.

School Management shall oversee the implementation of this policy and review exceptional cases where
required.

17. Confidentiality and Records
All personal, academic, assessment, medical, and registration information shall be treated confidentially and
accessed only by authorized personnel for legitimate educational, administrative, safeguarding, or regulatory

purposes.

Admission and registration records shall be maintained securely in accordance with school and MOEHE
requirements.

18. Review of Admission Decisions and Exceptional Cases

Parents who require clarification regarding an admission decision may contact the Student Affairs / Admissions
Department.

A written request for review may be submitted to School Management where appropriate. Any review remains
subject to the school's admission criteria, available seats, assessment results, and applicable MOEHE

requirements.

Exceptional cases shall be referred to School Management. No exception may be approved if it conflicts with
mandatory MOEHE requirements.

19. Policy Review

This policy shall be reviewed periodically and whenever new directives, circulars, or requirements are issued by
the Ministry of Education and Higher Education.



*Note: Early Years Children in diapers will not be admitted.
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