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This Policy sets out how The Montessori Children’s Garden
Nursery (TMCG) structures, communicates, collects and
refunds all fees charged to parents. It promotes financial
stability and accountability, standardises the fee structure and
payment schedule, and ensures every financial transaction
with parents is transparent, predictable and fully aligned with
ADEK approvals.

The Policy applies to all parents and legal guardians of
enrolled children, the Owner and Finance function, and all
staff involved in fee communication, collection, invoicing or
refunds. It is issued in the Registration Pack and published
on the Nursery’s website before each Academic Year.

Regulatory and Internal References

ADEK EEI Fees Policy, v1.0 — September 2024.

Federal Decree-Law No. (18) of 2020 Concerning Private
Education.

Federal Decree-Law No. (51) of 2022 Regulating Nurseries,
including Article 11.

Federal Decree-Law No. (31) of 2021 Promulgating the
Crimes and Penalties Law, as amended.
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Regulatory and Internal References

TMCG Admissions Policy (TMCG-POL-ADM-01) and
Inclusion Policy.

ISO 9001:2015 Quality Management System and ISO
45001:2018 requirements.
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2. Definitions Wlayyedl .2

Tuition Fee The fee directly associated with
educating or caring for a child at the
Nursery, as approved by ADEK.
Additional Fees Fees charged during the Academic
Year for optional services such as
late pick-up, early drop-off, medical
services, afternoon clubs,
extracurricular activities and holiday
camps.

Registration Fee A one-time fee, capped at 5% of
payable tuition and deducted from

the final tuition payment; non-

refundable if the parent later chooses

not to enrol the child.

Payment Schedule A schedule defining the dates and
amounts of payments required to

settle the Nursery's fees.
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Registration Pack The application forms, policies
(including this Policy) and fee
disclosures required to enrol a child.
Academic Year (AY) The academic period defined by
ADEK from the Fall term to the end
of the Summer term of the following

calendar year.

ADEK The Abu Dhabi Department of
Education and Knowledge, the
regulator that licenses and
supervises the Nursery.

Late Payment Any tuition or additional-fee payment
received after the deadline stated in

the Payment Schedule.

Failure to settle an invoice after all
reminders and the stated grace
period have expired.

Non-Payment

Refund The return of previously paid fees to
a parent in accordance with this

Policy.
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3. Policy Statement dwluldl o .3
TMCG shall operate a transparent, ADEK-approved Fees U0 Bacinog d9lads pguw) duslw (Gasdaiy TMCG pjuls
Policy published in the Registration Pack and on the Js8 Blaxl g8ge Lleg Jummnnill dojo (poud pui 5 .ADEK

Nursery’s website before each Academic Year. It covers:

1 JSud (1) :danldl Llasig .wwlys ale JS il
(1) fee structure and payment schedule, (2) fee-payment ?M"j = (1) - = 9 ¢z Js dla

terms, (3) refunds, (4) non-payment, and (5) fee ' 3layianl (3)9'_ ‘?9'““)'“ Slauw bgyui (?).9 .‘."l-“‘*" Joa=g
increases. No fee shall be collected unless ADEK has 3922 39 .pganpl 830 (S)g e3lauadl He Caliidl (4)9“?9‘*‘)”
approved it for the relevant Academic Year. uumJI ?wI)AJI plall ADEK o3sus5 ) bo puw) sl Jwazi

4. Fee Structure & Payment Schedule Sl Jga=>9 pgwpll Jsun .4
4.1 Published Fee Structure Olell agaupll Jsun 4.1

TMCG clearly publishes the fee structure and payment bl alel] sladl Joazg pguwpll JSuo 909 TMCG yuinis
schedule for the Academic Year, showing tuition, payment g_sis Ologuanlly 18Uy slaudl asclgog duwlyall aguw)! Caso

d:aadlitm:;s, paﬁk;ges;, discounts and atr;1y ?dditional fees. It ! b aguopll olS 13] Lo aussr JSaall 330 LaS E| n—
also states whether fees cover a month, term or year. Lle 9T Gl = 9i b

4.2 Advance Collection Grall Juaxill 4.2

TMCG may collect tuition in advance of the fee period, for 818 ey Ju8 Loado dewlyall aguyll Juoi TMCG J jo=u
example before the month or term begins, as stated in the L) Lg_,;g comwby Il Juadll ol ygall Bl Jud Jud ﬁg‘lS clasawdl

Payment Schedule. Sladl Jgax 9 op

4.3 ADEK Fee Approval ADEK (o pguw)yll slaicl 4.3

All TMCG fees shall be approved by ADEK under Article 11 of 994*’)&-” oo 11 85l (399 TMCG pow) gua> ADEK saiel
Federal Decree-Law No. (51) of 2022 and related decisions. 39 .dlall ol whhallg 2022 duwl (51) @) (s3lsl Gl
Only approved fees are charged. Approval evidence is Ll Caloll . 6 slazedl iasde Sasizall samdl 31 LS
retained in the Finance file on F-08. o = i o powel 3l

.F-08 alaxiwl
4.4 Communicating Changes Ol He §3031 4.4
Any change to the fee structure or payment schedule is 8 slauall Jga of pounydl JSud Sle Joaes sb yoo¥l sl gl
communicated to parents before the Academic Year begins, cla] lhls o egiser LIl A3l o go «ulyall alall &l
together with the process for raising concerns with the ’ B i;l ol anillassle
Nursery. c&
4.5 Registration Fees Juzuudl pguw) 4.5
The Registration Fee shall not exceed 5% of payable tuition plel) désiuall dpwly Ml gyl (ro %5 Juzawidl pgan)y jolois 3
for the Academic Year and is deducted from the final tuition Aawly )l pgusyl) B3 dadsll o (‘““"39 oyl
payment. E
The fee structure states that the Registration Fee is non- dbl8 i Juzuwidl pgan) ol Le 4_>I)..o poupll JSu» Lai
refundable if the parent decides not to enrol the child. Alaslb Jabll Gl aae 3031 g )8 131 5135
The Registration Fee is invoiced through F-01 (Fee Quote & Godg (UgiBg pguyll o) F-01 yuc Jumunidl agun) g3
Acceptance) and receipted through F-02 (Fee Invoice / (pousyll JUs] / 8936) F-02 yuc Lgodtiwl
Receipt). - ‘
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5. Fee Payment poyll slaww .5

TMCG communicates fee-payment terms in advance, at SRR, Lo.uu.,o (:bg.u))“ Slow bg g PL{>L_ )9.0321 ;LﬁJgi TMCG f’:l";
registration and on every invoice. At minimum, it discloses: 17Lasy is¥l sl Jading 88318 JS 39 Jumund!

+ deadline for each instalment; ./ "JS_\L\mJ&,iL@,AJI acgall o

e amount payable under the monthly, termly or annual

<chedule: t ol ol Glaall of (saal Joszl (399 (Goiall gliall o

- fees for flexible days/timings, where offered; and e diyall DBgAlg LA Wl ) ddxiunoll ?9*‘?” °
« accepted payment modes: cash, credit card, cheque or 1o)993

bank transfer. ol Ll ol (ylaisBl d8llay of 2aull :dgadall slawdl J5lwg o
Sl Jag=idl
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TMCG identifies and discloses every additional fee itintends  quw) JS e Juzuill dojog dulindl 030 9 zuadis TMCG 3323
to charge above tuition in this Policy and the Registration 5655 gl g Aoyl agan)ll ole U dusys soi5 oLl
Pack. Every additional fee shall: T o 'éi.‘;l..o‘il ﬁ;m)“'- .

e be approved by.ADEK. before collection; . N gl s ADEK (10 630120 *
¢ be transparent, including charges for specialised provision

for children with additional learning needs (see the ADEK 93 Jlabil sl Jeadll gpay 0 s Llady
EEI Inclusion Policy); and Oluwgol ol dwluw g>1)3) Lol dodeil Ol L3l

« be itemised on every invoice. Optional additional fees are {(ADEK (e 8ysball )Suall @il
not billed without the parent’s prior written consent. 099 @)L 3l 48Ls 3l agayll )Jw 3o .8)0ild JS 6 o

03 OI9 Vo Ao dydns> dadlge

5.3 Invoicing & Receipts O3baydlg yuileall 5.3

Each invoice shows the child’s name, class, fee period, 39idly pgww )l 8)189 Juadlly Jalall quol 8)93l8 JS (poudis
itemised charges, VAT (if applicable), total due, payment Slazlg bl ol (VAT) dsliall daydll du puog dduasill
deadline and payment channels. Receipts are issued within ")x‘;g 3__9.\11 Q|9;_§9 sl ilgall scgally Gimall gleoll

one working day after cleared funds are received. al | Jlso3l ozl (30 151y Jac pgy J¥5 3Lyl

EEIRE

TMCG clearly identifies non-refundable fees and the bg uindly 313yl dulall jue powll 291093 TMCG 335
S o e e otV A Vel ol 88y bl ot ind
’ ) AU 2y Juzundl agawy 3yian 39 .ADEK Olwluw

once enrolment is confirmed. Tuition refunds, where W s ot L - e
applicable, are processed within fifteen (15) working gzl by el e Cepsll el o ek

days after approval of F-05 (Refund Request). lb) F-05 slaisl o Jos aga (15) suire duno> S
(poawpl slayiwl

6.1 Refund Scenarios 3layiwdl LA 6.1

Withdrawal before the Academic Year starts — full tuition dwlyadl pgunpl) JolS slayiwl — byl alell dalsy Jud olbunidl
refund minus the non-refundable Registration Fee. Sy d,l_c“ 216 Juzanill poany @uas 32
Withdrawal during the first two weeks of a term — pro-rata syl — Gyl Juaddl o Gdedl Gucorwdl JN> Olouwidl
refund of the unused portion of that term’s tuition. : Jiodll agusy o painall yué siml) awlis
Withdrawal after two weeks — no refund for the current term; S Jeaddl pgu) Syt 3 — Oeorwl uao 32y Olunidl
future terms are refundable pro rata. : Aol 8ygum da>l J;Ja-é” Agay 33 b
Medical withdrawal supported by a certified medical report — = JolS slsyiwl — saize (b 3yd5 gy dado Oluwd Olouwidl
full pro-rata refund of unused tuition. Aol e duolyall agunl) auwlisy
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7. Non-Payment of Fees

All non-payment cases are handled discreetly and
respectfully to avoid embarrassment to the child or
parent. The following stages apply in order:

1 - Friendly reminder Day 3 after deadline

SMS/WhatsApp reminder and phone
call to the parent.

2 - Formal reminder Day 10 after deadline

Written reminder by email with an
updated statement and a request for
a payment plan.

3 - Late fee Day 15 after deadline
Late fee of 2% of the outstanding
invoice per week, up to a maximum
of 10%.

4 - Notice of Day 30 after deadline

withdrawal Formal notice that TMCG reserves

the right to cancel enrolment; a 14-
day grace period is offered.

5 - Enrolment
cancellation

Day 44 (end of grace)

Child withdrawn; ADEK notified
under the Child Attendance and
Admissions Policies.

TMCG reserves the right to cancel enrolment for
continued non-payment beyond the notice and grace
periods, in accordance with ADEK regulations. All
correspondence is recorded on F-04 (Non-Payment
Reminder & Escalation Log). A request to waive a late fee
is documented on F-06.

8. Fee Increase

Any increase to the fee structure requires prior ADEK
approval under Federal Decree-Law No. (18) of 2020
Concerning Private Education and the current ADEK fee-
review process. Approved increases are announced through
ADEK-indicated channels and no later than the regulator’s
timelines.

9. Roles & Responsibilities
(e Treoniy

Owner | Managing Approves the fee structure, refund
Director cases and any fee-increase
submissions to ADEK.
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Early Education
Director

Ensures the Fees Policy is
published, communicated to parents
and applied consistently.

Finance | Accountant Issues invoices and receipts,
maintains the Fee Register, and
processes refunds and late-fee

entries.

Admissions Officer Issues the Fee Quote (F-01) at
registration and collects the signed
Parent Fee Acknowledgement

(F-03).

Parent / Guardian Reads, acknowledges and complies
with the Fees Policy; settles fees

under the Payment Schedule.

10. KPIs & Monitoring

Finance records all invoices, receipts, refunds, late fees
and reconciliations in the Fee Register (F-07).
Performance is reviewed monthly and quarterly, with
evidence retained as controlled records under ISO
9001:2015.
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On-time collection
rate

Target: = 95%
Frequency: Monthly

Days sales
outstanding (DSO)

Target: < 15 days
Frequency: Monthly

Invoice accuracy rate Target: 100%

Frequency: Monthly

Refunds processed
within 15 working

Target: > 98%
Frequency: Quarterly

days
Fee-related Target: < 2 per term
complaints Frequency: Termly

Parent Fee-Policy
acknowledgement

Target: 100%
Frequency: Per admission

ADEK approval
evidence on file

Target: 100%
Frequency: Annually

Controlled Forms F-01-F-08
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F-01-F-08 dbgudaall z3laill

T e

Fee Quote & Acceptance

F-02 Fee Invoice / Receipt
F-03 Parent Fee Acknowledgement
F-04 Non-Payment Reminder & Escalation Log
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N N N 7 ")
Refund Request (.xgm).” Syl Cdb
F-06 Late-Fee Waiver Request JVENH ] ewy oo cloc] b F-06
F-07 Fee Register & Quarterly Reconciliation dndll dyguuidly pgwpl Jow  F-07
F-08 ADEK Fee Approval Evidence ADEK (30 pguwyll slaicl JuJs | F-08

11. Compliance & Enforcement leidlg JUuodl .11

This Policy takes effect from Academic Year 2025/26 (Fall  J.a8) 2025/26 _.wl)all pll G liluicel Awluwdl 030 (G i
term) and shall be fully complied with from Academic wlyall alall uﬂ licl lg) Jols)l JUin Bl cazug ‘(J,.)-au
Year 2026/27 (Fall term). Non-compliance is subject to - Olely> JUsodl ase diag | .| 5) 2026/27

ADEK regulatory action and any penalties under Federal RO, B 3505« ol doonbiid)
Decree-Law No. (31) of 2021 Promulgating the Crimes A D A (G D JARIE D Al dposais

and Penalties Law, as amended, and any other relevant U9“L9 ol ?021 i (3:1) (“5) sS-’bJI 09ila) pgansall
law. Ao OI3 (5> Olayuini $lg (didbasig Blgdallg Eilyxll
Federal Decree-Law No. (18) of 2020 Concerning Private vl euleill Ol 2020 &l (18) @8 a3l Heiley pguwyall
Education.
Federal Decree-Law No. (51) of 2022 Regulating Nurseries. 293 eulais Olin 2022 dawd (51) @8 5l Heiley pguwyall
dlbasdl
Federal Decree-Law No. (31) of 2021 Promulgating the @bl H9ild Hlauol 2021 diwd (31) @8 (5ol Hildy pganyall
Crimes and Penalties Law, as amended. iy Dlgaslly
ADEK EEI Fees Policy, v1.0 — September 2024. AADEK (¢ 8ysball 3Suall pudedl colunwgal pguw I duolpw

2024 yu0i0 - 1.0 o}l

12. Approvals & Signatures 8.3§I9.’d|9 Olaloicdl 12
I e O ) ) 777

Owner | Managing Director pll paell / el

Early Education Director »Saoll padaidl y30

Finance / Accountant cawlall 7 ddlall 81531

Document Control Statement

This bilingual edition has been proofread for language, QLSI Cyig des il dolll (gu8oi) AL dsuwddl 030 s>

translation, right-to-left Arabic order, print layout and &bl Glusly deldall sauanisy slundl G| (raodl o oyl

consistentin:er:al lr(jeferg?yc?hs. Ifin'f[erlplj.retation Idi:"ferst, o g9l 81381 Lle o il 9 CoMis| 3929 sicg A5l

management should veri e controlling regulatory text an . . LT )

the Nursery’s approved controlled copy. Gl | St l g == = “’I;
dlax

TMCG-POL-FEE-01 | Version 1.0 | Issued August 2026 | Page 7 of 7



