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Vision 

A chain of unique schools with an Islamic perspective providing various international 

educational programs with a holistic and comprehensive vision maintained through 

high quality standards in an interactive learning environment, whilst upholding 

morals, identity and respect for different cultures. 

Mission 
At Yusr International Schools, we are committed to delivering a comprehensive 

international education program that enables our students to be life-long learners 

through improving their knowledge, critical thinking, ethics and communication 

skills. We have established a healthy school environment that fosters values and 

consolidates Islamic culture and principles. Hence, we strive to inspire identity in our 

students whilst developing respect and global understanding. 

Our target is to produce a generation of distinguished leaders and constructive 

members of society who help to create a caring and peaceful world. We embrace 

the fact that all students learn in different ways; therefore, we can, Insha'Allah, 

provide our students with a variety of teaching and learning approaches that meet 

their individual needs and allow them to excel academically. Since learning is a 

lifelong process that requires the involvement of all stakeholders, our students and 

their parents are partners in education. 
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IB Mission 

The International Baccalaureate 

aims to develop inquiring, 

knowledgeable and caring young people 

who help to create a better and more 

peaceful world through intercultural 

understanding and respect.  

To this end, the organization 

works with schools, governments and 

international organizations to develop 

challenging programmes of international 

education and rigorous assessment.  

These programmes encourage 

students across the world to become 

active, compassionate and lifelong 

learners who understand that other 

people, with their differences, can also 

be right. 

YUSR AND IB MISSION ALIGNMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Yusr Mission 

At Yusr International School, we are 

committed to delivering a comprehensive 

international education program that enables 

our students to be life-long learners through 

improving their knowledge, critical thinking, 

ethics and communication skills. 

We have established a healthy school 

environment that fosters values and 

consolidates Islamic culture and principles. 

Hence, we strive to inspire identity in our 

students whilst developing respect and global 

understanding. 

Our target is to produce a generation of 

distinguished leaders and constructive members 

of society who help to create a caring and 

peaceful world. We embrace the fact that all 

students can learn in different ways; therefore, 

we can, Insha'Allah, provide our students with a 

variety of teaching and learning approaches that 

meet their individual needs and allow them to 

excel academically. Since learning is a lifelong 

process that requires the involvement of all 

stakeholders, our students and their parents are 

partners in education. 
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PYP Elements 

The IB Learner Profile 

Inquirers 

They develop their natural curiosity. They acquire the skills necessary to conduct inquiry and 

research and show independence in learning. They actively enjoy learning, and this love of 

learning will be sustained throughout their lives.  

Knowledgeable 

They explore concepts, ideas and issues that have local and global significance. In so doing, 

they acquire in-depth knowledge and develop understanding across a broad and balanced 

range of disciplines. 

Thinkers 
They exercise initiative in applying thinking skills critically and creatively to recognize and 

approach complex problems, and make reasoned, ethical decisions. 

Communicators 

They understand and express ideas and information confidently and creatively in more than 

one language and in a variety of modes of communication. They work effectively and willingly 

in collaboration with others. 

Principled 

They act with integrity and honesty, with a strong sense of fairness, justice and respect for 

the dignity of the individual, groups and communities. They take responsibility for their own 

actions and the consequences that accompany them. 

Open-minded 

They understand and appreciate their own cultures and personal histories, and are open to 

the perspectives, values and traditions of other individuals and communities. They are 

accustomed to seeking and evaluating a range of points of view and are willing to grow from 

the experience. 

Caring 

They show empathy, compassion and respect towards the needs and feelings of others. They 

have a personal commitment to service, and act to make a positive difference to the lives of 

others and to the environment. 

Risk-takers 

They approach unfamiliar situations and uncertainty with courage and forethought and have 

the independence of spirit to explore new roles, ideas, and strategies. They are brave and 

articulate in defending their beliefs. 

Balanced 
They understand the importance of intellectual, physical and emotional balance to achieve 

personal well-being for themselves and others. 

Reflective 

They give thoughtful consideration to their own learning and experience. They are able to 

assess and understand their strengths and limitations in order to support their learning and 

personal development. 
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Transdisciplinary Themes 

Who We Are 

An inquiry into the nature of the self; beliefs and values; 

personal, physical, mental, social and spiritual health; human 

relationships including families, friends, communities, and cultures; 

rights and responsibilities; what it means to be human. 

Where We Are 
in Place and 
Time 

An inquiry into orientation in place and time; personal histories; 

homes and journeys; the discoveries, explorations and migrations of 

humankind; the relationships between and the interconnectedness of 

individuals and civilizations, from local and global perspectives. 

 

How We 
Express 
Ourselves 

An inquiry into the ways in which we discover and express ideas, 

feelings, nature, culture, beliefs and values; the ways in which we 

reflect on, extend and enjoy our creativity; our appreciation of the 

aesthetic. 

 

How the World 
Works 

An inquiry into the natural world and its laws; the interaction 

between the natural world (physical and biological) and human 

societies; how humans use their understanding of scientific 

principles; the impact of scientific and technological advances on 

society and on the environment. 

How We 
Organize 
Ourselves 

An inquiry into the inter connectedness of human-made systems and 

communities; the structure and function or organizations; societal 

decision-making; economic activities and their impact on humankind 

and the environment. 

 

Sharing the 
Planet 

An inquiry into the rights and responsibilities in the struggle to share 

finite resources with other people and with other living things; 

communities and the relationships within and between them; access 

to equal opportunities; peace and conflict resolution. 
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Concepts 

Key 
Concepts 

Question Definition 

Form What is it like? 

The understanding that everything has a form with 

recognizable features that can be observed, identified, 

described and categorized. 

Function How does it work? 
The understanding that everything has a purpose, a 

role or way of behaving that can be investigated. 

Causation Why is it like this? 

The understanding that things do not just happen, that 

there are causal relationships at work, and that actions 

have consequences. 

Change 
How is it 

changing? 

The understanding that change is the process of 

movement from one state to another. It is universal 

and inevitable. 

Connection 

How is it 

connected to 

other things? 

The understanding that we live in a world of 

interacting systems in which the actions of any 

individual element affect others. 

Perspective 
What are the 

points of view? 

The understanding that knowledge is moderated by 

perspectives; different perspectives lead to different 

interpretations, understandings and findings; 

perspectives may be individual, group, cultural or 

disciplinary. 

Responsibili
ty 

What is our 

responsibility? 

The understanding that people make choices based on 

their understandings, and the actions they take as a 

result do make a difference. 
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Approaches to Learning 

Communicatio
n skills 

LISTENING, SPEAKING, READING, WRITING VIEWING, PRESENTING, 

NON-VERBAL COMMUNICATION. 

Research skills 

FORMULATING QUESTIONS, OBSERVING, PLANNING, COLLECTING 

DATA, RECORDING DATA, ORGANIZING DATA, INTERPRETING DATA, 

PRESENTING RESEARCH FINDINGS 

Social skills  

ACCEPTING RESPONSIBILITY, RESPECTING OTHERS, COOPERATING, 

RESOLVING CONFLICT, GROUP DECISION-MAKING, ADOPTING A 

VARIETY OF GROUP ROLES 

Self-
management 
skills 

GROSS MOTOR SKILLS, FINE MOTOR SKILLS, SPATIAL AWARENESS, 

ORGANIZATION, TIME MANAGEMENT, SAFETY, HEALTHY LIFESTYLE, 

CODES OF BEHAVIOR, INFORMED CHOICES 

Thinking skills 

ACQUISITION OF KNOWLEDGE, COMPREHENSION, APPLICATION, 

ANALYSIS, SYNTHESIS, EVALUATION, DIALECTICAL THOUGHT, 

METACOGNITION 
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1. Policy Statement 
The admissions policy aims to define procedures and guidelines to:  

• Ensure each applicant has the opportunity to make an informed decision on the 

suitability of YIS 

• Ensure each applicant is fully informed of the next steps in the admissions process 

• Identify and admit students who will benefit from the aims and ethos of YIS 

• Summarize the roles and responsibilities of various members of staff involved in the 

admissions process 

• Describe the procedural steps that parents and students must undergo as a part of their 

lifecycle at YIS 

2. Guiding Principles 
YIS believes: 

• A clear admission policy is paramount to ensuring applicants are fully aware of the 

expected standards for all students 

• Appropriate assessment is critical to confirming proper student placement while 

enhancing student opportunity to experience educational success 

• Inclusivity is paramount to a successful school environment. However, to best support 

our students, it is critical that honest assessment of special education needs and our 

ability to adequately support these needs is determined prior to student acceptance 

• Equality, tackling any form of discrimination and actively promoting harmonious 

relations in all areas of academic life are critical aspects of education. Applicants of any 

nationality, colour, race, creed or disability must make an application to YIS without 

discrimination 

3. Admissions 

3.1. Admissions Period  

YIS’s rolling application process allows applicants throughout the current school year to 

apply at any time. The application process for the following year begins in May 

Opening Hours 

During the school year, the office of the Admissions Head1 is open from 08:00 AM until 

02:30 PM, from Sunday through Thursday 

School visits may be held outside of school hours after scheduling the same with the 

Admissions Head, based on the convenience of the parents 

 
1 In the absence of an Admissions Head, the activities assigned to the position will be carried out by a staff 
member designated by the Chief Executive Officer 
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3.2. Admissions Enquiry 

3.2.1. Telephone 

Enquiries made through telephone will only be entertained during the hours 

specified in Section 3.1 Admissions Period  

1. Parents may call the Admissions Head directly, or the School Reception, which 

will direct their enquiries to the Admissions Head 

2. At this stage, the Admissions Head registers the parent’s contact details 

(especially, e-mail ID), and discusses the following with the parent: 

a. Relevant school information (including, academics, extra-academics, fee, 

and applicable discounts if any) 

b. Admissions procedure (including entrance examination details) 

c. Possible dates for the parent to visit the school (if the parent is 

interested) 

d. The Admissions Head also sends an e-mail to the parent with a digital 

copy of the school prospectus/brochure2, and a detailed admissions 

procedure (within 2 working days) 

3. In case the Admissions Head is unavailable, the person attending to the School 

Reception will take down the contact details of the parent and arrange a call 

back from the Admissions Head (or, a member of staff designated by the 

Admissions Head); the person attending to the School Reception may 

additionally answer any basic questions that the parent might have about the 

school, and advise the parent that the Admissions Head will answer queries in a 

detailed fashion. The Admissions Head will follow up with the parent within 1 

working day of the enquiry submission 

4. If parents are raising an enquiry on telephone after school hours, their call will 

be recorded via the answering machine (at the School Reception, or the 

Admissions Head’s office). Parents must share their name, and the relevant 

contact details for a follow-up call. The Admissions Head will follow up with the 

parent within 1 working day of the enquiry submission 

The Admissions Head is responsible for coordinating with the School Reception, and 

enquiring for call-backs requested by parents (in case of the Admissions Head’s 

unavailability), or messages left on the School Reception’s answering machine 

3.2.2. E-mail 

1. The school’s official e-mail address and the admissions office e-mail address is 

uploaded on the school website. Parents submitting an admissions enquiry on 

this e-mail ID will receive an automated acknowledgment e-mail immediately, 

specifying that they will be receiving a response soon 

2. The Admissions Head monitors the admissions office e-mail, as well as, the 

official e-mail (for any admissions queries) 

3. At this stage, the Admissions Head responds to queries with an e-mail to the 

parent with a digital copy of the school prospectus/brochure, fee details and a 

detailed admissions procedure (within 2 working days) 

 
2 The prospectus/brochure is prepared by the Marketing Department at the HQ for all YIS schools 
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4. Additionally, the Admissions Head requests the parent for a telephonic 

conversation or a school visit, to answer any detailed queries or for next steps 

3.2.3. School Website 

1. Parents can raise an admissions enquiry on the school website by filling-in 

details such as name, contact number and a brief of the message. Parents 

submitting an admissions enquiry on the school website will receive an 

automated acknowledgment e-mail immediately, specifying that they will be 

receiving a response soon 

2. Enquiries filed on this channel are directed to the Admissions Head 

3. The Admissions Head will then respond to enquiries as specified in Section 3.2.2 

E-mail 

3.2.4. School Visits 

School visits can be conducted during the hours specified in Section 3.1 Admissions 

Period  

Open Mornings 

Open Mornings are held on pre-decided dates, specified on the website. Parents can 

see the school at work, meet select current students, staff and parents, and have the 

opportunity to ask questions and discuss their child’s educational journey  

In Open Mornings, the Admissions Head collects feedback from parents about the 

school to relay it to relevant departments and the General Director3 at the school 

To attend an upcoming Open Morning at the respective school, parents must submit 

an enquiry on the school website or send an e-mail  

School tours 

1. The parent will be asked to report to the School Reception 

▪ The School Reception attends to the parent and provides the parent 

with the prospectus/brochure, until the Admissions Head can attend to 

the parents (within ~10 minutes) 

2. The Admissions Head then begins the school tour for the parent. The following is 

included, but not limited to, as a part of the school tour: 

▪ The school’s academic and extra-academic offering 

▪ Admissions procedure (including entrance examination details) 

▪ Interactions with prominent teaching staff (wherever possible) 

▪ Discussion of school achievements, accreditations, and rankings 

▪ Applicable discounts, if any 

3. Following completion of the school visit, the Admissions Head follows up with 

the parent through an e-mail to the parent with a digital copy of the prospectus/ 

brochure, and a detailed admissions procedure (within 2 working days) 

In case of an unannounced visit by a parent, if the Admissions Head is unavailable, 

the Principal/Head of Department/Academic Controller may guide the school tour 

 
3 In the absence of a General Director, the activities assigned to the position will be carried out by the Chief 
Executive Officer, or a staff member designated by the Chief Executive Officer 
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Figure 1: Admissions enquiry procedure 
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3.3. Application Registration 

A completed Admissions Application Form initiates the admissions process but does not 

oblige the school to accept the candidate 

3.3.1. Offline Registration 

a. Parents must first register an enquiry with YIS through any of the channels 

described above in Section 3.2 Admissions Enquiry 

b. All parents will be provided with the school prospectus/brochure after they raise 

the enquiry 

c. The Admissions Head at the school gives general information about the school, 

details on admission procedures, and Application Fee information. If the parents 

are interested and wish to go ahead with the registration, they are given the 

Admissions Application Form at this stage 

d. Parent must complete and submit the Admissions Application Form and pay the 

Application Fee to the Accounts Manager at the school 

e. Once the Admissions Application Form is submitted, and the Application Fee is 

paid, students are required to take the entrance exam and/or appear for 

interviews, as described in Section 3.5 Assessment 

3.3.2. Online Registration4 

a. Applicants may visit the YIS website to complete the online application 

b. The school prospectus/brochure, with general information about the school, 

details on admission procedures, and Application Fee information can also be 

found online on the school website 

c. Parent must pay the Application Fee online and complete the Admissions 

Application Form 

d. Parents must also submit the duly filled Admissions Application Form to the 

school in hard copy once the student comes to the school for assessment 

3.4. Pre-requisites for Registration 

3.4.1. Age Requirements 

In order to determine the academic grade that an applicant will be suitable for, YIS 

uses the following age guidelines as defined by the Ministry of Education:  

Age Grade Placement 

3 Pre-kindergarten 

4 Kindergarten 1 

5 Kindergarten 2 

6 Grade 1 

7 Grade 2 

8 Grade 3 

9 Grade 4 

10 Grade 5 

11 Grade 6 

 
4 Online registration is currently not available and will be introduced soon 
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12 Grade 7 

13 Grade 8 

14 Grade 9  

15 Grade 10 

16 Grade 11 

17 Grade 12 

 

The age for acceptance of students are subject to revision each year as per the 

Ministry of Education guidelines 

The minimum age for application, acceptance and admission to the school must be 

reached before 1st September of the academic year. Applicants will be admitted 

only after verification of the age has been received in the form of either a birth 

certificate or passport 

Application may be denied if the student's age significantly exceeds the normal 

average age for his or her grade placement 

YIS determines grade level placement for each student based on his or her age, 

previous schooling, academic level, and/or social-emotional development, at the 

school’s discretion 

3.4.2. Past Performance Records 

Past performance records are taken into consideration in granting admission and 

grade level placement, especially for higher grade levels, in the form of: 

• Previous 2 years’ final report cards 

• Current year-to-date report card 

• School profile with an explanation of the grading scale 

3.4.3. Disciplinary Records 

Previous school records, including disciplinary record will be reviewed to assess the 

student’s discipline in granting admission. References from past teachers/principals 

may be requested 

3.5. Assessment 

Post submission of the Admissions Application Form, and payment of Application Fee (refer 

to Section 3.9 Fee Details), all applicants will undergo an assessment, comprising of an 

aptitude test and an interview. The relevant details are as mentioned below: 

Grade Aptitude Test Interview 

Pre-KG to KG1 No aptitude test 
Students and parents are 

both interviewed 

KG2 to Grade 5 
Offline test in English, Mathematics 

and Science 

Students and parents are 

both interviewed 

Grade 6 and 

above 

Offline test in English, Mathematics, 

Biology, Chemistry and Physics 
Students are interviewed 



 

7 
 

 

Pre-KG to KG children should also be toilet trained, i.e. capable of using the restroom 

without supervision, except in an emergency 

3.5.1. Types of Venue 

For applicants based locally, assessments will be undertaken at the school premises. 

Under special circumstances, the assessment may be undertaken online if the 

Admissions Head is able to make adequate arrangements, where applicable. For 

applicants currently outside the city of the school, remote assessments may be 

arranged, at the discretion of the school 

 

A non-refundable Application Fee (refer to Section 3.9 Fee Details) is applicable for 

both onsite and remote assessments, which is requested for before the applicant 

sits for the test 

3.5.2. Evaluation Procedure 

The evaluation and year placement will be managed by the Admissions Head, in 

consultation with the relevant Head of Department 

 

If the student does not perform satisfactorily on the assessment, he/she is eligible to 

apply again after a period of three months. The Admissions Head follows up with the 

parents on re-application 

3.6. Waitlist 

If seats are not available after the application has been evaluated, applicants are waitlisted 

If several applicants apply at once, but the number of applicants is more than the number 

of available seats, applicants are admitted as per the priority order detailed below: 

a. Students shifting from a YIS branch to another 

 

b. Students with high demonstrated aptitude in Physical Education, Performing Arts, 

Visual Arts, MFL, Design and Technology/IT (Refer to Section 7 Gifted and Talented 

Students) 

A maximum of 10% of all places can be offered by aptitude and any introduction of that 

selection method must be fully consulted on in advance as part of overall consultation 

on proposed changed admission arrangements 

 

c. Students with siblings at YIS 

The term “siblings” refers to full, step, half, adopted or fostered brothers or sisters 

living permanently at the same address. YIS reserves the right to ask for proof of 

relationship such as a birth certificate and proof of residence 

 

d. Date of Application 

In case of no other differentiating criteria, as described above, students who applied to 

YIS before other applicants on the waiting list will be considered. Furthermore, in the 

event of a tie-break being necessary within any of the above criteria, this will be 
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decided by the order of application. The school will ensure that these decisions are 

made transparent to the applicants and their parents 

3.7. Admission Offer Procedure 

a. Assessment Results 

The assessment results are announced and given to parents 2 days after the evaluation 

process, via phone and e-mail 

b. Applicant File Review 

The applicant’s file, complete with documents, is verified by the Admissions Head. Post 

verification the file is submitted, along with test evaluation, to the Head of Department 

for placement of the student to the appropriate grade level. Final approval is then 

granted by the General Director 

c. Fee Payment 

Within 7 days of receiving an offer, parents must pay the fees as prescribed in Section 

3.9 Fee Details. If parents fail to adhere to the deadline, the Admissions Head would be 

following up via phone/e-mail, after checking with the Accounts Manager. Further steps 

cannot be processed for the child unless this step is completed by the parents 

d. Admission Approval 

Finally, the parents receive an acknowledgment form from the Admissions Head, after 

all necessary documents and fees are received. Both students and parents would be 

expected to sign on the Student Pledge, and parents are required to sign the Parent 

School Agreement 

The Admissions Head is responsible for ensuring that the following activities are 

completed on time:  

i. Creation of Student ID/Account 

ii. Entering information on the school database 

iii. Updating school and class list, including any specific notes e.g. support required, 

and informing the Head of Department 

iv. Updating the Ministry of Education with the student’s details 

v. Informing students on the procedure to collect Chromebooks/ Tablets from 

Maintenance and Support Manager, books and digital resources from their 

respective teachers and uniform from the school store or other authorised 

sellers 

3.8. Documentation Required 

At the point of application: 

• School Admissions Application Form 

Supporting documents (requested for once the student clears the assessment): 

• Copy of the student’s birth certificate 

• Copy of the student’s and parents’ valid passport including the visa page with first 

entry to KSA 

• Copy of valid KSA national identification card, or iqama for non-Saudis 
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• For transfer students: Original approval from the Ministry of Education, obtained 

from the previously attended school. In case of no approval, the previous school 

should issue a letter stating the reason for no approval (not required if the student is 

coming from outside the Kingdom) 

• For foreign students: Students who come from outside the Kingdom of Saudi Arabia 

should have their report cards (transcripts) attested by the Saudi Embassy of the 

country concerned or attested by the related embassy and the foreign office in the 

Kingdom 

• Four recently taken passport size photographs of the child 

In addition to the documents listed above, the admissions team at YIS may also require 

proof of past performance and discipline record for students transferring from another 

school as listed in Section 3.4 Pre-requisites for Registration 

Upon confirmation of offer: 

• Parent School Agreement  

• Student Pledge 

• Medical Record Form – containing Immunization Record Form and Permission to 

Administer Medication Form (as per Health Policy) 

3.9. Fee Details 

Parents of students seeking application at YIS are applicable to pay the following fee during 

the admissions process, as defined by the Finance Department 

Payable Fee Description Time of Payment 
Mandatory/ 

Optional 

Application Fee Entrance exam fee 
At registration, before 

sitting for the exam 
Mandatory 

Administrative Fees 
Administrative work 

done during process 

After Admissions Offer 

is given to student 
Mandatory 

Tuition Fee5 One semester fee 
After Admissions Offer 

is given to student 
Mandatory 

Reservation Fee 

(returning students) 

Percentage of tuition 

fee 

Before the next 

session starts 
Mandatory 

Books and Digital 

Resources Fee 

Stationary, books, 

digital resources etc. 

After Admissions Offer 

is given to student 
Mandatory 

Technical Devices 

Fee 
Tablet/Chromebook 

After Admissions Offer 

is given to student 
Mandatory 

School and P.E. 

Uniform Fee 

Official school 

uniform  

After Admissions Offer 

is given to student 
Optional 

Transport Fee Annual Bus fees 
After Admissions Offer 

is given to student 
Optional 

Value Added Tax 

(VAT) 

Added to all the fees 

paid 

Will all other fee 

payments 
Mandatory 

 
5 Adjusted for applicable discounts, as advised by the Admissions Head 
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3.10. Withdrawal of Candidature 

3.10.1. Withdrawal by school 

The school reserves the right to deny admissions or to exclude a child if it feels it 

cannot offer an appropriate program, if information regarding a child has not been 

submitted accurately or if the school feels the child is an unsatisfactory member of 

the school community. In all cases, the school’s decision is final 

3.10.2. Withdrawal by candidate 

If, for any reason, a parent cancels an acceptance of a place, the Application Fee 

(refer to Section 3.9 Fee Details) paid will be retained by the school as liquidated 

damages for the failure to take up the school place reserved for the student, and the 

parent accepts and acknowledges such amount of liquidated damages to be a 

genuine pre-estimate of loss suffered by the school 
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Figure 2: Student admissions process 
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4. Re-enrolment procedure 
In order to secure the student’s continued place at the school for the following academic year, 

an online/offline Re-Enrolment Form must be completed, along with the payment of Reservation 

Fee, refer to Section 3.9 Fee Details, by the end of April each academic year 

The Re-Enrolment Form is provided to the parents/students via physical copy/e-mail by the 

Admissions Head, who also communicates the Reservation Fee as decided by the school for the 

academic year 

This Reservation Fee is non-refundable should a student not take up the confirmed place in 

September, but is fully adjustable against the tuition fee for the first term 

If the student does not go ahead with the re-enrolment procedure, the exit procedure will have 

to be initiated by the Admissions Head 

5. Student Exits 
Parents are required to notify the Head of Department of their intention to withdraw the 

student from the school via e-mail, or by arranging a meeting in person. Following this 

notification, the Head of Department directs parents to the Admissions Head to fill the 

Withdrawal Form 

5.1. Student Exit Procedures 

a. The Withdrawal Form must be completed by the parent of the student leaving YIS and 

submitted to the Admissions Head. This initiates the withdrawal process and makes it 

possible for the Admissions Head to produce the student's exit documents 

b. The school then administers an exit interview for both the student and the parent with 

the Admissions Head to understand reasons for withdrawal from school and receive 

suggestions, if any; for students in KG, the exit interview is conducted only for the 

parents 

c. Parents are instructed to surrender all relevant materials, such as student ID cards, to 

the Admissions Head while submitting the Withdrawal Form 

d. The Admissions Head records the personal contact details, for maintaining alumni 

relations, along with filing the Withdrawal Form 

e. The Accounts Manager ensures that parents clear all outstanding dues before student 

documents are provided to parents. If applicable, the Accounts Manager will issue 

refunds as per the refunds policy (refer to Section 5.3 Fee Refunds) 

f. Once cleared, the Admissions Head returns the student file, along with the most recent 

grade reports and the school transfer certificate 

g. The IT Department at the HQ proceeds to suspend the student’s account and the parents 

no longer have access to the parent portal 

h. The Accounts Manager at the school approves if the fee for the tablet/Chromebook 

assigned to the student is duly paid for; in such a case, the parents can keep the 

tablet/Chromebook 

i. The Admissions Head liaises with the Ministry of Education to get the transfer certificate 

attested (stamped). The process takes about 10 working days 



 

13 
 

5.2. Additional Document Requests 

If a student requires additional document copies, they must submit a request for the 

documents required to the Admissions Head and process the required payment prior to 

picking up the documents  

These documents are usually processed in 3 to 5 working days, if no Ministry of Education 

intervention is required. Any documents requiring attestation from the Ministry of 

Education needs a minimum of 10 working days to process 

The Ministry of Education requires that all document attestation requests be submitted by 

the school only; parents are not permitted to bring documents for attestation to the 

Ministry of Education 

5.3. Fee Refunds 

The parents need to get in touch with the Accounts Manager to avail a fee refund, if 

applicable. YIS’s refunds policy is as follows: 

a. Application fees, Administration fees, fee charged for books, digital resources, technical 

devices and uniform are not refunded in any scenario 

b. If the student has started with YIS and attended at least one day of school, the school 

fees paid for the semester will not be refunded 

c. If the student has not attended any day of the semester, the student is entitled for a full 

refund of the semester 

d. When a student stops coming to school, school fees already paid for will not be 

refunded or transferred to the next school year, or transferred to another student 
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Figure 3: Student exit procedure 
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6. Special Education Needs (SEN) 
The Special Education Needs Department aims to integrate students with special needs in the 

general education classrooms to support their ability to cope in an engaging learning 

environment, and to provide them with suitable opportunities to improve self-esteem and social 

behaviours 

“Inclusion is an ongoing process that aims to increase access and engagement in learning for all 

students by identifying and removing barriers.” 

- Learning diversity and inclusion in IB programs, (2016) 

YIS aims to: 

• Promote the successful inclusion of all students whilst meeting their individual needs 

• Be committed to offering an inclusive curriculum to enable students to achieve their full 

potential through a balanced and differentiated curriculum for all, in accordance to their 

needs or abilities. In addition, we identify and provide for students with special needs 

and/or disabilities 

• Create a positive and caring environment in which all our students thrive and feel 

equally valued 

• Continue to develop effective partnerships and collaboration with parents and students, 

in order to meet their individual needs 

6.1. Objectives 

The Special Education Needs Department functions under the supervision of qualified staff 

with experience in the SEN field to enhance the student's performance academically, 

socially and behaviourally in the school setting. The staff directs their efforts to support and 

guide the students with special needs by offering them the needed educational and 

learning services, such as: 

• Addressing their need using a range of strategies such as support classes in 

resource rooms 

• Providing equality of opportunity to all students regardless of age, gender, ability, 

race or group, through activities that are differentiated to meet the needs of all 

students 

• Encouraging parents, guardians and the student to be involved in decisions 

concerning the student’s education 

• Offering a broad, balanced and appropriate curriculum 

• Holding speech and language, psychology, academic improvement, and other 

required interventions 

• Monitor progress of students and provide samples of work for student portfolios or 

progress files 

6.2. Definition of SEN 

A child has a special educational need if they have a learning difficulty or disability that calls 

for special educational provision to be made for them 

A child has a learning difficulty if they: 
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• Have a significantly greater difficulty in learning than most children of the same 

age, or 

• Have a disability which prevents or hinders them from making use of educational 

facilities of a kind generally provided for children of the same age in mainstream 

schools 

These difficulties can be categorised into four main areas of need: 

• Cognition and learning 

• Communication and interaction 

• Sensory and physical needs 

• Social, emotional and mental health 

YIS has four units of special education needs: 

1. Speech and language 

2. Psychology 

3. Academic autism 

4. Other autism spectrum disorders 

Students should not be regarded as having a learning difficulty solely because the language 

or form of language of their home is different from the language in which they will be 

taught 

6.3. Admission Procedure of SEN Students 

SEN children, prior to applying to the school, must go through a clinical diagnosis and have a 

medical certificate. This medical certificate must be directed to the Ministry of Education, 

by the parents, which channels them to SEN schools (including YIS) 

The admissions procedure for SEN students is as described in Section 3 Admissions. 

However, prior to the assessment procedure, the Admissions Head and SEN Department 

conduct a separate screening for the child: 

• A Specialist from the SEN Department assists the child, and performs tests for 

special education needs; the time required for these tests is determined by the SEN 

Department  

Staff from the SEN Department discuss internally and reports to the relevant Head of 

Department whether the student must be fully included, or partially included or not 

included at all: 

• Full inclusion – The student is suitable to be accepted into a regular academic track 

class, and go through the standard school curriculum, with support through 

additional classes 

• Partial inclusion – The student is placed in a class of 5-6 students with special 

education needs 

• If the student is deemed unfit for admission after the screening, he/she will be 

directed back to the Ministry of Education, to seek admission in a school better 

suited to cater to the educational needs of the student 
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If the child is accepted, he/she then resumes the admissions process, and appears for the 

assessment as described in Section 3.5 Assessment. The purpose of this assessment is to 

ascertain the grade to which the student will be admitted 

6.4. SEN Track 

These students are then placed in the SEN Student Register. The register will be reviewed 

annually at the end of each term by the Head of SEN Department, during which time an 

evaluation and update to the register will take place, which will be reported to the General 

Director 

The identification process is ongoing: 

1. A student may be nominated as having special needs by a teacher at any time during 

the year 

2. The teacher must report such concerns to the respective Head of Department 

3. The respective Head of Department applies professional judgement in conjunction with 

the Head of SEN Department 

a. Student development in the following areas is considered: 

i. Social growth 

ii. Behaviour  

iii. Communication skills 

iv. Examples of student work 

v. Analysis of work 

vi. Summative assessments 

vii. Attendance 

b. The Head of Department also seeks assistance from a medical practitioner 

4. Should the concerns be found to be material, the respective Head of Department, and 

the Head of SEN Department, discuss the same with the parents 

5. The Head of SEN Department then initiates the SEN Track with the development of an 

Individual Education Plan (IEP) as described in Section 6.4.2 Development and 

Implementation Plan 

6.4.1. Assessment Procedure 

Detailed assessment of the student’s requirements is carried out after the student 

has commenced attending the school. This includes: 

• consultations with parents and, when suitable, the student 

• evaluations, observations and reports from hospitals and centers that may 

have been involved with the student such as speech and language therapist, 

autism specialist and psychologists, including any additional health records 

• further diagnostic assessments of the student’s needs in other areas of 

concern 

6.4.2. Development and Implementation Plan 

The SEN Department uses the evidence from the assessments to assign the student 

to one of the four units of learning needs as mentioned in Section 6.2 Definition of 

SEN. A specialist from the unit devises an Individual Education Plan (IEP) for the 
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student. The plan is reviewed by the Coordinator for the unit that the student has 

been assigned to, and the Head of SEN Department 

The only instances in which an IEP is not required are when: 

▪ the student with special needs requires little or no adaptations to materials, 

instruction or assessment methods; or, 

▪ the expected learning outcomes have not been modified; or, 

▪ the student requires few weekly hours of remedial instruction by someone 

other than the classroom teacher in a school year 

The IEP aims to: 

• Emphasize on a results-centred system – clearly identifying and supporting 

the student’s requirements depending on their individual needs 

• Focus on the methods in which parents can be involved to strengthen and 

add to the student’s progress inside and outside the school 

• Give details of the involvement of different organisations that may be also 

contributing to the development of student’s health or physical needs 

• Document the individual student support plan or within class differentiation 

for those students who, with support, are integrated into standard 

classroom environments 

• Ensure class teachers and support staff are mindful of the results required, 

the support being offered and any specific teaching strategies and methods 

that have been agreed upon to develop the student’s needs 

6.4.3. Progress Review Procedure 

During the review stage, the student’s IEP track progress will be considered as well 

as the views of parents, the specialists involved in the student’s education and 

learning  

• At the end of every term, a review meeting between parents and specialists 

will take place to discuss the student’s transition, progress and on-going 

provision that will be offered within school 

• If at this phase, the advancement of the student has been inadequate or 

insufficient, further assessments and observations will be made to 

guarantee that the IEP offered still matches the nature and level of the 

student’s needs 

• If the IEP requires adjustments, they can be made accordingly 

• In addition, at any time during the development and implementation stage 

the student, parent, or teacher can raise their concerns about the student’s 

progress, and if required the plan can be revised accordingly depending on 

the outcome of the review 

The SEN Department will ensure that the IEP is reviewed at least yearly at the end of 

each school year, and where necessary, revise or terminate the plan 
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6.5. Removal of student from the SEN plan 

If a student makes sufficient improvement and achieves the outcomes set based on 

individual plans, a discharge report will be written based on professional evaluations and 

observations of his/her skills. The student should show the ability to learn within groups 

and interact socially appropriate with his/her peers and the society without any 

intervention 

The student will either continue onto another development plan according to his/her needs 

at the time, or it may be established by the Specialist that the student no longer requires 

additional SEN support and his/her name will be removed from the SEN Student Register 

In this instance, the SEN Department will formally notify teachers and parents of this 

decision. The student’s progress will continue to be observed regularly as part of the 

school’s monitoring process for all students 

 

 

Figure 4: SEN Track 
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7. Gifted and Talented Students 
YIS is committed in the mission to support the needs of all students so that they may realise 

their full potential 

7.1. Definition 

YIS defines “Gifted and Talented’ in the following way: 

• “Gifted and Talented” is the term applied to those students who are achieving, or 

have the potential to achieve, at a level substantially beyond the rest of their year 

group 

• “Gifted” learners are those who have abilities in one or more academic subject 

• “Talented” learners are those who have particular abilities in sport, music, 

design or creative and performing arts” 

The term “gifted and talented’ pupils in a school is relative to YIS and does not refer to the 

most able students in the national population 

The school identifies the most able pupils in the school cohort and recognizes that whilst 

there may be a higher concentration of gifted and talented students in some groups, there 

will be pupils who meet the gifted and talented criteria in all groups 

7.2. Identification 

Gifted and Talented Students are identified by Teachers by making a judgement based on a 

variety of sources of information. The Teachers make use of quantitative and qualitative 

assessments on an ongoing basis, including but not restricted to: 

• Data from test scores, and any other assessments 

• Classroom performance, and discussions with students 

• Continuous assessment (including homework) 

• Anecdotal evidence by school staff, peripatetic teachers, parents and peers 

• Parental information 

• Peer nomination 

• Pupil self-assessments 

 

1. At any point in the academic year, the Teacher may identify a student as being Gifted 

and/or Talented; the Teacher informs the respective Head of Department of the 

evidence/rationale for identifying a student as such 

2. The Head of Department discusses the evidence/rationale presented by the Teacher 

with the Academic Controller 

3. If the student is identified at Gifted and/or Talented, the Head of Department updates 

the Gifted and Talented Student Register 

4. The Head of Department and the Academic Controller discuss their findings with the 

parents, and an appropriate track is selected for the student, as described in Section 7.3 

Track for Gifted and Talented Students 

5. The Head of Department is responsible for ensuring that the number of Gifted and 

Talented students in the school is 5%-10% of the student body strength 
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7.3. Track for Gifted and Talented Students 

For students identified as Gifted and/or Talented, the Academic Controller, Head of 

Department, and Curriculum Coordinator, in discussion with parents, develop an Individual 

Education Plan (IEP) 

The school seeks to meet the needs of Gifted and Talented Students with a three-part 

program including acceleration, challenge and enrichment opportunities, consisting of: 

7.3.1. Acceleration 

Students remain with their peer group but take on coursework planned for older 

students; the student may also be accelerated a whole grade if deemed appropriate 

7.3.2. Challenge 

Educational material and assignments indicate appropriate extension and challenge 

materials for use with Gifted and Talented Students in lessons 

7.3.3. Enrichment 

Students are given additional opportunities for extra-curricular activities and 

external competitions, such as: 

• after-school clubs 

• weekend school 

• school competitions 

• summer schools and residential courses at Higher Education Institutions6 

7.4. Monitoring of Progress 

Gifted and Talented students are monitored in the following ways: 

• Individual progress in terms of assessment results is tracked and compared with 

other students, against the IEP  

• Classroom provision for the Gifted and Talented is monitored by Teachers as part of 

the ongoing cycle of lesson observations and work sampling 

• Students are monitored to see where the area of their expertise lies. This 

information is then shared with all departments and monitored by the Heads of 

Departments throughout the year 

• This system enables the teachers to identify students with high academic scores 

who are underachieving 

7.5. Evaluation Procedure 

The success of this program will be measured through the quantification of exam results, 

personal questionnaires, case studies and feedback from the students involved. These 

findings will then be presented to the senior leadership team and suggested improvements 

will be made 

 
6 Subject to whether the school has any ongoing partnerships with a Higher Education Institution 
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8. Addendum (Kindergarten) 

8.1. Admissions 

Admissions Test 

Students applying to pre-K, and KG1 are not required to undergo an aptitude test 

However, an admissions interview is conducted by the Head of KG Department with the 

parents and the student – the student may be asked elementary questions to ascertain the 

student’s suitability. If the student is likely to have Special Education Needs, the Head of 

SEN Department is involved, and the identification process is initiated as described in 

Section 6.4 SEN Track 

Other assessment 

Parents must ensure that the child is toilet-trained when seeking admission to the KG 

section  

Parents are asked to confirm that the child can use the restroom without supervision and 

are responsible for notifying the Admissions Head if that is not the case. For pre-K, a grace 

period is given, within which the parents must train the child to use the restroom 

unsupervised  

YIS reserves the right to withdraw admission for a student who is not toilet-trained 

Exit 

The exit procedure for KG students is carried out as described in Section 5.1 Student Exit 

Procedures; however, the Admissions Head conducts an interview with parents at the time 

of termination of admission, to understand reasons for withdrawal from school and receive 

suggestions 

 


