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Fees and Payment Policy
What WIS charges, when and how parents pay, what happens if fees are late, and when fees are refunded
	Policy code
	FB06
	Version
	1.0

	Applies to
	All parents and carers, finance and admissions staff, school leaders
	Date reviewed
	20 October 2026

	Regulatory basis
	ADEK Fees Policy (v1.1, Sep 2024); Federal Decree Law No. (8) of 2017 (VAT)
	Next review
	October 2027, or earlier on any ADEK change

	Policy lead
	Director of Finance and HR
	Approved by
	Senior Leadership Team (SLT)



	AT A GLANCE
▪  Only ADEK-approved fees. WIS charges no more than its stamped ADEK-approved fee schedule, and publishes it on the website.
▪  Three equal installments. Tuition is paid in three equal installments a year. The first may be collected up to one month before the year begins.
▪  Registration fee. No more than 5% of tuition, for enrolled students only, taken no earlier than 4 months before the year starts, and deducted from the final tuition.
▪  Late payment. Three written notices, at least one week apart, before any suspension. A suspension is never longer than 3 days and no more than once a term. Students are never told about non-payment and are never stopped from sitting an exam.
▪  No deposits, no guarantees. WIS does not ask for a deposit, application fee or first-time enrolment fee before enrolment, or for a financial guarantee.
▪  Refunds are set out in writing at registration.
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DOCUMENT CONTROL
	Version
	Date
	Summary of change
	Status

	1.0
	20 Oct 2026
	New policy. WIS had no fees, payment or refund policy in the policy folder. Written against ADEK Fees Policy v1.1 (Sep 2024).
	Approved by SLT



1. Purpose and scope
This policy tells parents and staff how Wales International School (WIS) sets, publishes, collects and refunds school fees. It follows the ADEK Fees Policy. It applies to every fee WIS charges for a student and to everyone involved in charging, collecting or discussing fees.
2. Regulatory basis
	Source
	What it requires of WIS
	Where met

	ADEK Fees Policy (v1.1, Sep 2024), sections 1 to 5
	Fee structure; published, approved fees; payment schedule; late and non-payment rules; refunds; no deposits or guarantees. Full compliance was required from AY 2025/26 (Fall term).
	Sections 3 to 9

	Federal Decree Law No. (8) of 2017 on VAT
	VAT rules for school fees.
	Section 3

	ADEK Reporting Policy
	Tuition payment sources and payment information reported to ADEK on request.
	Section 4



3. Fee structure
WIS divides its ADEK-approved fees into six parts and tells parents about every part at registration.
	Fee
	What it covers

	Tuition
	The fees directly tied to educating students.

	Educational resources
	Physical or digital learning resources such as textbooks, publications, devices and software subscriptions.

	Uniform
	School uniform.

	Transportation
	The school bus service, charged under the ADEK School Transportation Policy with ADEK and Integrated Transport Centre approval.

	Extracurricular
	Optional paid activities, under the ADEK Extracurricular Activities and Events Policy.

	Other
	Any other school fee that is not tuition.



Board examination fees. WIS may charge a separate board examination fee, and may add justified administration costs such as document processing, invigilation or mailing. The website lists these fees, the year groups they apply to and any administration fees, in line with the ADEK Assessment Policy.
VAT. WIS follows the VAT rules in Federal Decree Law No. (8) of 2017 and its amendments.
Second-hand items. WIS waives the fee for devices, textbooks, uniforms and similar items for a student who uses second-hand items that meet the school’s current requirements, such as the right edition of a book or the current uniform design.
Other fees (books, uniform and similar) are charged on actual cost, as ADEK approves.
4. Transparency
1	WIS publishes on its website the stamped ADEK-approved fee schedule, the payment schedule and the payment procedures.
2	WIS charges only within the ADEK-approved fee levels.
3	WIS records the source of each tuition payment, such as parents, relatives, charities, companies or scholarships, and reports it to ADEK when asked.
4	WIS asks for a fee increase only through ADEK’s process, in ADEK’s announced window, and meets ADEK’s conditions for a standard or exceptional increase. ADEK may reject a request that does not meet them.
5	Where WIS gives a staff member a fee arrangement for their own child, the amounts, timing and refund terms are written in the staff member’s contract.
5. Payment schedule
5.1 Tuition
Tuition is paid in three equal installments each academic year. WIS publishes the dates on its website and may agree them with parents in writing.
WIS may collect the first installment up to one month before the academic year begins.
5.2 Registration and re-registration fees
The registration fee, including re-registration, is no more than 5% of the ADEK-approved tuition fee.
WIS collects it only from students who are enrolled, and no earlier than 4 months before the academic year begins.
WIS deducts the amount paid from the student’s final tuition.
5.3 What WIS does not ask for
WIS does not ask for or accept a deposit, application fee or first-time enrolment fee, refundable or not, before a student is enrolled. WIS does not ask for or accept a financial guarantee in place of an unpaid balance.
6. Late or non-payment
WIS treats late payment fairly and discreetly. It does not use punitive sanctions, it keeps every case confidential, and it never tells students about non-payment, or gives it as a reason for a suspension.
	Step
	What WIS does

	1. Reminder
	The Director of Finance and HR contacts the parent privately to agree a way to settle the balance.

	2. Warning notices
	If the balance remains unpaid, WIS sends three consecutive written warning notices, at least one week apart.

	3. Suspension
	After the third notice, and only with the Principal’s written approval, WIS may suspend the student for up to 3 days, and no more than once in a term. The reason given to the student is never non-payment.

	4. Documents and re-enrolment
	WIS may hold back report cards and transfer certificates (or block the transfer on eSIS) and may refuse re-enrolment until all dues are paid. WIS gives parents written notice at least 3 months before the end of the academic year that re-enrolment is at risk if the balance is unpaid.

	5. Exams
	WIS never stops a student from sitting any exam because fees are unpaid.



A parent who disagrees with a decision can use the Complaints Policy (PAP13).
7. Refunds
At registration, WIS gives parents full written information about fees, the refund policy and the refund deadlines.
7.1 Registration fees
WIS refunds the full registration fee if it cannot enrol the student because it has no capacity, or because of an ADEK-approved Inability to Accommodate notice under the ADEK Inclusion Policy.
WIS refunds the full registration fee for a new student whose parents give written notice at least two weeks before the academic year starts.
WIS may keep the registration fee for a returning student who does not attend the following year.
7.2 Tuition when a student leaves
	How long the student attended
	What WIS may keep

	Part of the first week, and leaves without written notice
	The full registration fee, no more than 5% of annual tuition

	At least 1 week and up to 3 weeks
	One full month of tuition (annual tuition divided by ten)

	At least 3 weeks and up to 6 weeks
	Two full months of tuition

	More than 6 weeks
	The full term fee



7.3 Other fees
WIS refunds transportation fees if the bus service was not used.
WIS refunds other fees for items or services that were not used, on the refund terms it gives parents in writing at registration.
8. Roles and responsibilities
	Role
	Responsibilities

	Director of Finance and HR (policy lead)
	Own this policy and keep the published fee schedule and payment dates current.
Run collection, send reminders and warning notices, and keep the records.
Record payment sources and report them to ADEK on request.
Make sure refunds follow section 7.

	Principal
	Approve any suspension for non-payment, and any exception to this policy.

	Admissions staff
	Give parents the full fee, refund and deadline information in writing at registration.
Do not ask for deposits, application fees or guarantees.

	All staff
	Never discuss a family’s fees with students, or with anyone who does not need to know.



9. Review
This policy is reviewed every year and whenever ADEK changes its Fees Policy, or when WIS asks for a fee increase.
Appendices
Appendix A: Late payment record
	Student reference
	Amount overdue
	Notice 1 date
	Notice 2 date
	Notice 3 date
	Outcome

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Appendix B: Evidence for ADEK compliance visits
	Evidence
	Held by
	Location

	Stamped ADEK-approved fee schedule and its place on the website
	Director of Finance and HR
	ADEK Compliance folder

	Published payment schedule (three installments)
	Director of Finance and HR
	ADEK Compliance folder

	Record of tuition payment sources
	Director of Finance and HR
	ADEK Compliance folder

	Registration documents showing fee and refund information given to parents
	Admissions
	ADEK Compliance folder

	Late payment records and warning notices
	Director of Finance and HR
	ADEK Compliance folder
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