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1. Terms
1.1.
1.2.
1.3.

2. Policy statement

University - Refers to Applied Science University.
Stakeholders — refers to staff, students, visitors, contractors and service providers

FAD- refers to the Financial Affairs Department at the University.

The main purpose of this policy is to outline the fee structure, refund and collection

procedures to be applied with regard to student fees.

3. Scope

This policy / procedure covers various measures and steps to be taken by the FAD when students

pay their fees, when students are delinquent in payment of their fees and when a student

refund issue arises.

4. Definitions

4.1.

4.2,

4.3.

4.4.

4.5.

4.6.

Overdue accounts

Students accounts overdue for one day and above.

Non Performing Accounts

Students accounts overdue for 91 + days.

Collections

Responsible for the accounts for student fees for which payment is between 1 -
91 days overdue

Students controlled payment mode

Those students who are paying their fees through postdated cheques

Sponsor controlled payment mode

Those students for whom their sponsor is liable for paying their fees.

Payment Plan:

Overdue students’ accounts for which the university’s FAD has decided to

reschedule payments in order to regularize the account.

Applied Science University, Kingdom of Bahrain
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5. Tuition Fees
5.1. College of Administrative Sciences:
400 & gladl 48
College of Administrative Sciences
oaalizal) Cilsludl a gauy odalinall cilelud awadll)

Fees per Credit Hours | Credit Hours Programmes

dulaall (2 Qugapsllsd) |1
.2 92.700 135
Bachelor’s Degree in Accounting
Jus N1 B0 (2 ugaolisall | 2
.2 92.700 135
Bachelor’s Degree in Business Administration
dalaall g Allal) p glall B (uga i) |3
.2 92.700 135
Bachelor’s Degree in Accounting and Finance Sciences
4 il glaall ali (B gyl | 4
.2 92.700 135
Bachelor’s Degree in Management Information Systems
Laigal) o glal) (A gy gllill | 5
.2 92.700 135
Bachelor’s Degree in Political Sciences
Jeast 3 13l L_sA shwaldl | 6
<.2144.200 36
Master’s Degree in Business Administration
4yl 3 ) gall 310 A piuald) | 7
.4144.200 36
Master’s Degree in Human Resources Management
Jagaill g a..\ulad\ L;é ilalal 8
.2 144.200 36
Master’s Degree in Accounting and Finance Sciences
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5.2. College of Law
Gshall A

College of Law

paainal) s luall o gau saainal) cileLud) aaidl)

Fees per Credit Hours Credit Hours Programmes

Asiall A Gugasilsd) | 1
.2 92,700 135
Bachelor’s Degree in Law
Osial 2 siuald) | 2
.2 144.200 36
Master’s Degree in Law
‘éJl.;'m Gsial uﬁ iualall 3
< .2144.200 36
Master’s Degree in Commercial Law

5.3. College of Arts & Science

aslall g iy A<

College of Art & Science
saaiaal) e luad)  guu s alinal) cile Ll Uawaidl)

Fees per Credit Hours Credit Hours Programmes
Qaulal) ale & Gugsidl |1
Bachelor’s Degree in Computer Sciences
Sl asaaill) (2 ug sl |2
Bachelor’s Degree in Graphic Design
A araall) & Gugislisdl |3

Bachelor’s Degree in Interior Design

<. 92.700 135

.4 92.700 135

.4 92.700 132
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5.4. Hosted Programs
Ol 939 sia i S daalay (pa AdLaioal) el yal)

Hosted Programmes from Cardiff Metropolitan University

odalzal) Cileludl o gauy odalinall cilelud gamadlll

Fees per Credit Hours Credit Hours Programmes
50y JlasY) bl yo Gugo S | 1
B.A. (Hons) Management and Business Studies
Jagaill g dalanall (g sis | 2

B.A. (Hons) Accounting and Finance

.2 160 135

.2 160 135

@&Juoﬂhg@&émm&\ @A\J,\S\

Hosted Programmes from London South Bank University

sainal) e ladl) o gou paainal) cile L) i)

Fees per Credit Hours Credit Hours Programmes

Cleld) g Aide Al ug S | 1
<.2 180 150 B.Eng. (Hons) Civil and Construction

Engineering

éJM\M\L&ﬁAUAJgJJﬂSQ 2
<.2180 150 B.Eng. (Hons) Architectural Design

Engineering
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6. Other Fees

6.1 Bachelor Degree Other Fees.

Bachelor Degree Other Fees: s S A Al 5 AY) & gl

10/- BHD: Application fee (paid once).

Eh‘jaﬂébﬂy\dkﬁﬁeu)uﬁlo

100/- BHD: Registration fee (paid once) for Bachelor Degree Students, non-

refundable (110 BHD for Hosted Programmes)

Anily Jli 110) 4es e e Tl 3aa 5 jal Jonadi vy 2.2 100
(ASLmioadl) el

100/- BHD: fees per first and second semester for Computer Science,
Interior Design and Graphic Design Labs. (50/- BHD: for summer Semester

labs)

Al G Jeadll g J oY) Jeadll (o JSE 2kl &l jiida sy 2,0 100
50 ). Sélall apaailly 2l apaailly | Gogulall ale claiads
(Foal) Jadll yiiaa oy

5/-BHD: fees for English language placement test.

5/-BHD: fees for an official academic transcript.

5/- BHD: fees for a duplicate official academic transcript.

w)&\ubjﬂ\u“stLLaY\éJLEJ‘,m@mruaJuds

5/- BHD fees for issuance student bona fide official student certificate.

s b ) ) A%l iy 00 5

10/- BHD: fees for course equivalence procedure.

R Aalae el el ey 22110

10/- BHD: fees for appealing a final grade per course.

a5l jiall Zalgil) SUaiaY) dral el Al (b any 2,2 10

5/-BHD: fees to issue a new ID card or a replacement.

S8 Ja o) s Amda B laal sy a5

5/ - BHD fees for issuing a graduation certificate.

C);ﬂ\ 3a4) C\)A.\.ul‘ A w5

30/-BHD Fees for submission of an incomplete exam (a valid excuse should
be submitted in accordance with the procedures established in the

University Regulations).

(w&\#@dw\@\}m

650/-BHD: one-time payment for a new student’s seat reservation consists
of the following fees (Application, Registration, part of the first semester

fee and a new ID card)

daaill s e e a5 alhll g Jalll 5 22de Jas asu) .0 650

Agalall adllad) laa) 5 JsY)

In cases where a student loses or damages a book borrowed from the

University Library, the fee applied is twice the price of the borrowed book.

LD U8 e b il i€l gl o) ) ey ¢ el alie Chaaa
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6.2 Master Degree Other Fees.

Master Degree Other Fees:

sifieaabal) Ao jal (5 AY o gua )l

10/- BHD: Application fee paid once.

L 83a) 58 el A b ad8 oy 2,310

250/- BHD: registration fee for first and second semesters.

Sl s J Y1 Jeadll Qo o sy 0.3 250

125/- BHD: registration fee for the summer semester.

5/-BHD: fees to issue a new ID card or a replacement.

U Ja gl s Al ga plaal auy 005

10/- BHD: fees for appealing a final grade per course.

0 aall Al A el al Bl Gl o, w0 10

650/-BHD: one-time payment for a new student’s seat reservation
consists of the following fees (Application, Registration, part of the

first semester fee and a new ID card)

psm (e s s Al s Jadi 5 2eda Jaa agu) 02 650
Al adlladl Slaal 5 J oY) Jacadl)

5/-BHD: fees for English language placement test.

Al Al (5 sle pand Gl LA s ) 0 5

5/-BHD: fees for an official academic transcript.

5/- BHD: fees for a duplicate official academic transcript.

el Sl ) iS e Jhal) (i 8 ) sa Badal an ) 02 5

30/-BHD Fees for submission of an incomplete exam (a valid excuse
should be submitted in accordance with the procedures established

in the University Regulations)

| (Bndal b L ol il Sl g

5/ - BHD fees for issuing a graduation certificate.

Z oA ) #l At sy 025

Twice the price of the borrowed book in case the student loses or

damages the book.

J8 Ge i) S gl 5l G any ¢ oal) @lie Ciaea
. lal)

5/- BHD fees for issuance student bona fide official student

certificate.

Gl L) 3al8) ) JAS) sy .2 5

10/- BHD: fees for course equivalence procedure.

_&'_I\J)E.A;\JJ\A.AG\J;\?“J&._’_J]_O

In cases where a student loses or damages a book borrowed from
the University Library, the fee applied is twice the price of the

borrowed book.

.l
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7. Fee Payment and Refund Policy

7.1. All the other fees listed in the “Other Fees” table are “Non-Refundable” and “Non
Transferable”.

7.2. The tuition fees only are refundable as follows:

Withdrawal dates from the University Refund % given

One week before the first day of classes 100% of total Tuition Fee only
Before the end of the first week of classes 100% of total Tuition Fee only
Before the end of the second week of classes 75% of total Tuition Fee only
Before the end of the third week of classes 50% of total Tuition Fee only
Before the end of the fourth week of classes 25% of total Tuition Fee only
After the fourth week of classes 0% of total Tuition Fee only No Refund

Note: 1. the above table is not applicable in Summer Semesters.

2. The first day of classes is as determined by the Academic Calendar

7.3. The total number of credits registered will determine the final fee.

7.4, The Registration fee must be paid before the commencement of classes.

7.5. Cancellation of registration may be applicable for students who do not pay their
tuition fees before the commencement of the semester.

7.6. The following may be applicable for student(s) with outstanding fees until all dues
are paid:

7.6.1. Denied the right to attend classes.

7.6.2. Denied for mid-term exams.

7.6.3. Denied for final examinations.

7.6.4. Denied future Registration for any course(s).

7.6.5. Denied from issuance of transcripts.

7.6.6. Withhold the degree(s) of a non-paying student(s) until all
his/her dues are paid in full.

Applied Science University, Kingdom of Bahrain
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7.7.

7.8.

7.9.

Methods of payment:
7.7.1. Cash.
7.7.2. Cheque.

7.7.3. Electronic (Online and credit card payments).

Only the Bahraini currency will be accepted when making a payment
unless otherwise approved by the Director of Admin & Finance.

A payment plan can be worked out by visiting the FAD.

8. Lateness & Bucket Definitions:

All students accounts overdue by one (1) day shall be categorized as overdue. All overdue

accounts shall be categorized into different time buckets based on the number of days for which the fee

has been overdue from the earliest unpaid instalment as detailed below:

Bucket 1

1-30

Mail first overdue letter and send an email to the student/sponsor

Bucket 2

31-90

Mail second and final overdue letter and email with reference to

the University’s legal office.

Bucket 3

91 +

Complete appropriate submittal forms and send to the
University’s Legal Office. Refuse additional services to the
delinquent debtor in accordance with point “7.6” of this policy.
After 45 days from the date sent to the University’s Legal Office,
a decision will be made on how to proceed with the account. The

account may be assigned to a state contracted collection agency.

Note: The Director reserves the right to alter the aging buckets periods.

Applied Science University, Kingdom of Bahrain
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9. Applicability

This policy is applicable to:

9.1.
9.2.
9.3.
9.4.

Overdue accounts

Non-Performing accounts

Students’ controlled payment mode
Sponsor controlled payment mode

10. Responsibilities

10.1.

10.2.

10.3.

10.4.

10.5.

10.6.

10.7.

10.8.

On a monthly basis, the accounts department will generate/ request a report listing all student
overdue accounts.
The Director of Administration and Finance (or as designated) will group the accounts according to
the predefined aging buckets in accordance with point “8 of this Policy..
Within the first week of every month, Accounts Officers will arrange to send an SMS to students
and sponsors as follows:

10.3.1. Student controlled payment mode: overdue by 31+ days and above

10.3.2. Sponsor controlled payment mode: overdue by f 91+ days and above
Collection procedures will be implemented on accounts in Bucket 2 and above.
The follow up will start through reviewing the student / sponsor account details and profile in the
system to identify any irregularities prior to contacting the student / sponsor by phone.
Accounts officers will contact the customer by phone to identify the reason for the delay and
update the database accordingly. Accounts with higher overdue amounts will be given priority in
terms of follow up.
If the student / sponsor is not reachable or not cooperating with the university, this student /
sponsor will be classified as either "un-cooperative" or "Unreachable", and a letter will be sent to
the student / sponsor on the latest address provided by them within 10 days from identifying the
customer as non-cooperative or unreachable.
If no feedback is received on the letter within 15 days, the case will be forwarded to the university’s
legal office for conducting site visits to client premises and reporting the matter to the Director of
Administration and Finance.

Applied Science University, Kingdom of Bahrain
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