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Introduction

The primary objective of this policy is to provide guidelines and procedures to facilitate smooth transfers of
applicants and students within the XCL Education network of schools.

Applicant Transfers

The applicant transfer policy applies to all applicants seeking to transfer between schools within XCL Malaysia
network of schools.

Student Transfers

The student transfer policy applies to all students seeking to transfer from one school to another in the
following categories:

1. Inter-country: transfers between schools within the XCL Malaysia and XCL Singapore network of
schools; and
2. Intra-country: transfers between schools within XCL Malaysia network of schools.

Applicant Transfers

Policies and Processes: Applicant Transfers within XCL Malaysia network of schools

Current School e Refers to the school the applicant has applied to but intends to transfer out from.

New School e Refers to the school the applicant intends to transfer to, being another school within
the XCL Malaysia network of schools.
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Parent e The term "parent" refers to the child's biological parents and/or legal guardians who

possess the authority to complete the Admission Form and enrol their child in the
school. These individuals are responsible for the child's welfare and decision-making
regarding their education.

Child e The term "child" encompasses an individual who is either a biological offspring or has

been legally adopted. This definition encompasses the relationship between the child
and their parent(s) or legal guardian(s), establishing their status within the context of
this policy.

Applicant A child becomes an applicant of an XCL Malaysia school when:

e Their application is received to enrol at any of the XCL Malaysia schools;

e Entry fees such as Application Fee and/or Registration Fee and/or Deposit are paid;
and

e They have not commenced schooling at the Current School.

The Applicant Transfer policies are applicable to applicants who have not commenced schooling at the Current
School. Applicants planning to transfer between schools within the XCL Malaysia network of schools must
meet the eligibility criteria specified by the school they are transferring to.

All transfer applications are subject to seat availability at the school transferring to (New School).

For an applicant who withdraws or is rejected from their Current School and seeks to transfer their enrolment
to the New School:

Current School:

a.

oo

bal

g.

Application Fee - to be transferred to the New School.

Registration Fee - to be transferred to the New School.

Readiness Test Fee (where applicable) - to be transferred to the New School.

Deposit - to be transferred to the New School.

Any concessions/rebates/discounts received at the Current School for items a-d are transferable to the
New School, where applicable.

The existing withdrawal/rejection policies and processes are applicable.

There is a one-time administrative fee of RM500 charged for each applicant transferring out.

New School:

a.

Application Fee — use the incoming sum of Application Fee, Registration Fee and Deposit from the Current
School.
Registration Fee - use the incoming sum of Application Fee, Registration Fee and Deposit from the Current
School.
Readiness Test Fee (where applicable) - use the incoming sum of Application Fee, Registration Fee and
Deposit from the Current School.
Deposit - use the incoming sum of Application Fee, Registration Fee and Deposit from the Current School.
For items a-d, parents to pay the prevailing rate at the New School.

i If there is a deficit from the incoming sum from the Current School, the difference in the amount

is to be topped-up.
ii. Any excess after items a-d is paid is to be set-off against the commencement term'’s fee.
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f.  The existing policies and processes on admission are applicable, including the submission and signing of
the New School's Admission Form and related Terms and Conditions. Applicants who accept the offer of
admission are bound to adhere to the rules, regulations, and policies of the New School.

g. Prior to admission, assessment may be conducted upon the New School's request to establish a baseline
for support (if required). If the applicant was rejected from the Current School, it will be necessary to
conduct the assessment at the New School.

h. The applicant may enjoy concessions/rebates/discounts applicable at the New School subject to the
policies that govern them at the New School.

The above treatment of fees for applicant transfers are applicable only for transfers to the next immediate
academic term only. For transfers beyond the next immediate academic term, the applicant shall be treated
as a fresh applicant. All entry fees (Application Fee, Registration Fee, Readiness Test Fee (where applicable)
and Deposit) are to be paid again and at the prevailing rate.

Student Transfers

Policies and Processes: Inter-country Transfers (Transfers Within XCL Schools)

Parents seeking a transfer within XCL Schools shall make a written application for consideration stating the
reasons for transfer. All transfer requests will be processed in a fair and reasonable manner. Transfer between
schools shall be effected only at the beginning of a semester. All inter-country transfer requests will be
processed within 4 weeks from receipt of written request.

As the transfer is within the group, the family will NOT incur any Application, Registration or Enrolment
fees.

The inter-country transfer policy includes the following guidelines:

1. Parents/Guardian (on behalf of student) who are interested in applying for transfer to or from another
XCL School must seek guidance from the Admissions Department where currently enrolled.

2. The Admissions Department will provide pre-course counseling for the intended course at the school
of transfer.

3. Transfer within schools is not automatic or guaranteed. Parents/guardians (on behalf of students)
must meet the admissions requirements, including immigration and other approvals (where
applicable) and gain formal acceptance to the school to which they are applying to.

4. Transfer from one school to another shall constitute withdrawal from the school. Therefore, Student
Pass (where applicable) shall be canceled in such cases and re-applied for the new country as per their
regulations.

5. Requests for inter-country transfer must be made by three months per start of term to be eligible to
transfer for the next semester in the other school (if approved).

6. The schools will have relevant and applicable government agencies and other relevant parties where
affected.

7. Withdrawal application (withdrawal form) must be submitted to the school. Students under 18 must
have written consent from their parent/guardian. Verbal or telephone requests will not be
entertained. The school is to complete a withdrawal process within 4 weeks.

8. Continuation in the New School is also subject to the availability of:

a. course(s) being offered in the semester/year.
b. vacancy in the class.
c. outstanding fees/charges are paid in full.

9. For continual improvement, XCL Schools shall regularly review and update the transfer within XCL

Schools policy to ensure that it remains fair to the students.

Page | 4



SRIKDU R-E-A-L e a
Schools SChOOlS \v;f:@& \)d_«\o
S

Policies and Processes: Intra-country Transfers (Transfers within XCL Malaysia network of schools)

New School Refers to the school the student intends to transfer to.

Current School

Refers to the school the student is currently enrolled in and wishes to transfer out from.

Parent e The term "parent" refers to the child's biological parents and/or legal guardians who
possess the authority to complete the Admission Form and enroll their child in the
school. These individuals are responsible for the child's welfare and decision-making
regarding their education.

Child e The term "child" encompasses an individual who is either a biological offspring or has
been legally adopted. This definition encompasses the relationship between the child
and their parent(s) or legal guardian(s), establishing their status within the context of
this policy.

Students planning to transfer between schools within the XCL Malaysia network of schools must meet the
eligibility criteria specified by the school they are applying to.

All transfer applications are subject to seat availability at the desired school.

Where required, students are responsible for submitting their academic records to the New School for
assessment purposes. These records assist the New School in determining whether the student meets the
academic standards and requirements.

Upon request from the New School, the Current School may directly provide discipline records for the
transferring student.

To initiate the transfer process, parents must complete and sign an Admission Form provided by the New
School. Additionally, they must submit the necessary supporting documents and any required payment.

The New School will review the application and decide regarding acceptance and placement. In some cases,
students may be required to undergo an assessment for admission, which will be taken into consideration
when evaluating their acceptance. Students who accept the offer of admission are bound to adhere to the
rules, regulations, and policies of the New School.

The New School will communicate its decision on acceptance to the parents of the transferring student.
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1. Students transferring between schools within the XCL Malaysia network of schools will not need to pay the
Application Fee, Registration Fee or Readiness Test Fee (where applicable) at the New School.

2. Students will need to pay the Deposit and other school fees based on the applicable fee structure of the
New School.

3. Any pro-rated fees will be determined according to the policies of the New School.

4. If the circumstances under the section ‘Transfer of Deposit’ are applicable, the deposit from the Current
School can be used to partially offset the first invoice of Tuition Fee at the New School.

Students must submit a written notice of withdrawal to their Current School. The withdrawal policies of the
Current School will apply.

Refunds for any fees paid to the Current School will be processed according to the refund policy of the Current
School.

Under specific conditions, the Deposit may be transferred from the Current School to the New School without
requiring the student to serve the full Academic term's withdrawal notice period. In this instance, all the
following conditions must be met:

1. All fees owed to the Current School must be fully paid, without any outstanding amounts.
2. Continuous enrolment must occur from the Current School to the New School, meaning no gaps in
enrolment during the transfer process.

The student is expected to complete their studies until the last available school day, as stated in the Current
School's calendar, and begin attending the New School on the earliest available school day according to the
New School's calendar.

Note:

Should the student intend to take a break between schools, they must comply with the withdrawal policy of
the Current School and provide one full Academic Term's advance written notice to qualify for a refund of the
deposit. Fees for the Current School must be fully paid for the duration of enrolment up to the last available
school day regardless of whether the student attends school during the withdrawal notice period.

Any concessions, discounts, promotions, or rebates provided by the Current School will cease upon the
student's withdrawal. These benefits are not transferable to the New School. However, students may be
eligible for applicable concessions at the New School, subject to the New School's concession policy.

New School
e Admissions
o Receive the completed Admission Form and entry fees based on the fee structure for the Academic
Year enrolled to.
Inform the New School Registry of the transfer application.
o Administer any required admission assessments and update the New School Registry on the
acceptance status.
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o Collect the Deposit once the student accepts the offer of admission.
e Registry
o Inform the Current School Registry when the application is received.
o Communicate the acceptance status to the Current School Registry.
o Issue Offer of Admission letter and update the student management system.
¢ Finance
o Utilise the incoming deposit from the Current School to offset the first billing of term fees.

Current School
e Registry
o Facilitate the withdrawal process, including follow-up with parents and necessary documentation.
o Coordinate with Current School Finance to check and verify outstanding amounts owed.
o In cases of short withdrawal notice, submit a deposit transfer request to XCL Malaysia Head of
Registry, for review and approval. The submission should include the following checklist:

Date of withdrawal notice

Last day at the Current School

Status of outstanding amounts owed

Confirmation of acceptance at the New School
5. Date of the first day at New School

¢ Finance

PWNPE

o Ensure all fees are paid in full.

o Liaise with the New School Finance on the transfer of the deposit after the student’s last day of
school, at earliest, provided there are no outstanding amounts owed.

o In cases of short withdrawal notice, additional approval from the XCL Malaysia Head of Registry is
required to release the deposit to the New School.

Monitoring and review

The XCL Malaysia Head of Registry is responsible for monitoring the implementation of the Transfer Policy by
reviewing every request for the transfer and approving the transfer in accordance with established policies,
enabling the processing and release of the relevant fees, where applicable.

Consultation
This policy was developed by Sharon Goh, XCL Malaysia Head of Registry, in consultation with Anthony
Partington, XCL Malaysia Country CEO and the Registry teams across XCL Malaysia schools.

Links to other policies
Withdrawal Policy

Revisions
1. Effective from 25.03.24: Incorporated “Inter-country Transfers” policies.
2. Effective from 25.03.24: Waiver of Registration Fee and Readiness Test Fee for intra-country (XCL
Malaysia) transfers.
3. Effective from 06.06.24: Incorporated “Applicant Transfer” policies.
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