General Information

Declaration 4 = B

LUCA Academy is NOT an actual school as defined by the Ministry of
Education but rather a resource academy set up as an extension of a church
ministry to provide learning, training and skills development. Hence, the
management of LUCA Academy Sdn Bhd is not obligated to provide any form
of documents or records for the purpose of governmental documentations.
Furthermore, the Academy is under no obligation to register any students for
examinations, such as the IGCSE or other similar assessment/certificate
examinations. Therefore, please take note that students or their
parents/guardians are the sole authority for the registration process.
Additionally, it is more cost-effective when a student does the registration
process personally.
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Admissions Criteria N2&%EN

Children of all nationalities and beliefs are welcome to join LUCA Academy
throughout the academic year.
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LUCA Academy reserves the right to accept applications from only those
parents/guardians and students who are deemed able to align with LUCA’s
DNA: Motto, Vision, Mission and Values.
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In addition, assessments are based on each child’s/student’s ability to
reasonably cope with the rigour of the academic work in order to determine
the appropriate grade level at which he/she will be placed.
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All decisions (regarding admissions) made by LUCA Academy are final.
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Suspension and Termination {82 4 1L 22 &8

LUCA Academy reserves the right to require the withdrawal of a student at any
time if the student fails to comply with established regulations and disciplines,
or whose financial obligations remain unpaid. All fees paid will not be refunded.
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In the interest of a student and for the safety of the staff and other students of
LUCA Academy, the principal or the vice-principal may prohibit the student
concerned from attending school for such a period as deemed necessary if
the principal or the vice-principal is of the opinion that the student may be a
risk factor or a source of danger to other students of LUCA Academy. The
parent/guardian and/or the student concerned shall, in such circumstances,
have no claims whatsoever against LUCA Academy arising from any such
action taken by the Academy.
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As students are still at the learning stage, with their physique, thought,
personality and other aspects not yet fully matured, LUCA Academy therefore
prohibits all students from forming any love relationship. If thereis evidence
of, or if a student is found or caught by the Academy to be in a love
relationship, he or she will be expelled from LUCA Academy.
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Level Promotion and Retention F & 2%

LUCA Academy also reserves the right to place each child/student in a class
in which the principal or the vice-principal deems academically
and developmentally suitable for his/her needs at any time, and from time to
time whilst the he/she is enrolled with LUCA Academy. This may include
requiring the child/student to repeat one or more academic year(s).
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Admissions Process N\

The admissions process is as follow:
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. Parents/Guardians engage in consultation with General Office.
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. Parents/Guardians complete the Application Form. Appointment for an
interview is arranged for parent’s/guardian and child to meet with LUCA’s staff
from General Office.
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. Upon successful completion of the parent’'s/guardian and child’s interview,
parents are required to make payment of an Application Fee of RM500 (not-
transferable and non-refundable) for the child’s entrance assessment session.
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. If the child does not pass the assessment, 50% of the application fee will be
refunded to his/her parents/guardians.
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. Parents/Guardians are required to bring along the recent school reports or
portfolios of their child/children on the day of assessment.
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. The General Office will contact the parents/guardians within three (3) working
days upon the Principal’s approval of the assessment outcome.
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. For successful applicants, the General Office will issue an Offer Letter, which
the applicants must sign and return to the Academy within 10 working days.
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. Upon full payment, parents/guardians will receive a Welcome Kit. It is to be
duly filled, signed and returned to the Academy. These signed documents
serve to confirm the reading, understanding and acceptance of the terms,
conditions and indicated policies of LUCA Academy, and they must be
endorsed and submitted back to the Academy. Please kindly note that
endorsement of this Welcome Kit is part of the admissions requirement.
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. Enrolment into LUCA Academy is confirmed only upon completion of the
admissions process.
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.The time required to process admissions applications varies from a few days
to two weeks, depending on the completeness of documentation and
completion of the applicable admissions assessments.
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The Fees 3 H

. Upon the return of the Letter of Offer (duly signed by the applicant), and in
accordance with the policy of LUCA Academy, all applicable fees must be paid



up prior to a child starting class at the Academy. Upon acceptance of the
application, parents/guardians are required to make payment of the Tuition
Fees, Resources Fees by the due date indicated in the Offer Letter. Invoices
are issued every 3 months (quarterly) and full settlement of fees must be
received within ten (10) days from date of issue. There will be a 1.5% interest
charge on late payments.
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. The above fees exclude costs of transportation, uniforms, field trips, external
examination fees and other non-relevant expenses.
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. There will be no refunds of fees, or part thereof, if the child/student falls ill

during the term, or has to be confined to his/her home for an incubation period,

or is away on holiday, or for any other reason which causes the child/student

to be absent from LUCA Academy. Parents/Guardians will have to pay the

full fees for the particular term if they wish to retain places for their children

irrespective of their children’s absence from LUCA Academy.
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. LUCA Academy reserves the right to adjust and revise, annually, all fees as in
accordance with Malaysia’s econometric models. However, any adjustment
factor undertaken by the Academy will not exceed 5% per annum, applicable
on the 1% of January each year for that calendar year. Parents/Guardians will
be given two (2) months’ prior notice regarding any such revision.
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. GST (Goods and Services Tax) will be imposed in due course to meet the
requirements of the Malaysian GST regulations.
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Waiting List Z-H(4 8

To maintain a high quality standard of management at LUCA Academy, the
Academy will have one and only one for each level of class with a maximum
of 25 students per class. As LUCA Academy adopts a Waiting List system,
enrolment from the Waiting List will be considered as and when places
become available.
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Refundable Deposit Policy £RiF& I3 E

All deposits paid to LUCA Academy shall under no circumstances be treated
as payment for the tuition fees or any other fees or payments due to LUCA
Academy, and shall not be used to off-set any other amounts due and payable
by the Parents.
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Notification, in writing, of the intention to withdraw a student must be received
by LUCA Academy not less than 2 months in advance, failing which the parent
will be liable to pay the Tuition Fees for the subsequent term.
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There will be no refund of the Tuition Fees and Resources Fees if, after the
signing and return of the offer letter, the parents decide to withdraw their
child/children before the commencement of class.
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Provided that the above-mentioned 2 months’ notice of withdrawal is observed,
the refundable deposit paid will be returned to the applicant within seven (7)
working days, after the deductions of (if any) amounts owed to LUCA Academy
are made, including costs of damages and losses caused to the Academy, its
property or its equipment by the student.
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All monies paid during the term will be forfeited except the refundable
deposit if a student is being permanently dismissed from LUCA
Academy.

FEREREB TR EEE, A ELBOARSA IR, BT RIEEZS, —/

Academic Calendar 2F: H

The LUCA Academy calendar is divided into 2 semesters of 2 terms each. The
term dates for the academic year 2018 are as follows:
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AY 2018 Semester 1 Term 1 Monday 08th Jan 2018 to Friday 16th Mar 2018

2018 2£4F Term 2 Monday 26th Mar 2018 to Friday 01st Jun 2018
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Semester 2 Term 3 Monday 01st Jul 2018 to Friday 17th Aug 2018
Term 4 Monday 27th Aug 2018 to Friday 30th Nov 2018
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Academic Day F#fH

The LUCA Academic day runs from 7.55am to 3.15pm, inclusive of recess
time and lunch break, daily from Monday to Friday (except for public and
academic holidays). Co-curricular activities (CCA) will be held from 3.30pm to
4:30pm.
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For students who need to arrive early at the Academy or remain at the
Academy later than 4:30pm, kindly take note of the following (this is to ensure
that there is adequate adult supervision while the students are in the Academy):

Morning: Not earlier than 7.30am. The gate to the Academy will not be
opened prior to this.

Evening: Not later than 5.15pm. The gate will be closed after this.
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In the event that a student needs to arrive at LUCA Academy earlier or leave
Iaéer than the above-mentioned times, please inform the General Office in
advance.
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Intensive English Programme B4V FERIE

LUCA Academy plans and supports an after-class English Language Support
(ELS) Programme, which is a wide-ranging and intensive English course for
students who need to improve their proficiency in English. The ELS is an
additional (chargeable) intensive course, and it aims at improving students’
skills in the command of basic fundamentals of the English language so that
the students can have a better grasp of what is being taught in the classroom.
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Student Name Tag ¥4 4%
Each student will be issued with a Student Name Tag.
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Student Care Insurance 4% 2K

LUCA Academy has contracted an external provider, Alliance General
Insurance Company Berhad, to provide student-care insurance. Parents may
check with Serene Lim (License #735426-V) for the details of the coverage
and the related claim forms and procedures.
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Cafeteria &JT

All the food and meals provided by the kitchen of LUCA Academy are prepared
after careful consultation with professional food nutritionists. Besides
preventing the children from consuming “junk food,” it helps to ensure that they
receive sufficient nutrients for healthy growth and development.
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CliniciZBt

The Academy operates a LUCA clinic in the premise, which is managed by an
ex-registered nurse.

MEFE R A E — Il A L R AIE 4P RS B AR 12 P



The key role of the Academy nurse is to provide first aid, as well as emergency
nursing care to all students. She also supports the health and safety curriculum
within the premise.
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Please note that the LUCA clinic is not a medical centre. As such, it will not
be staffed with a licensed doctor. When necessary, the Academy nurse will
contact parents/guardians to come and pick up their children, or make
arrangements to have their children taken to our panel doctor at Clinic Tan,
Bandar Dato’ Onn, for further examination or treatment. All costs incurred
in connection with the medical examination and/or treatment shall be
fully borne by the parents/guardians.
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Resource Centre iRl

Students at the Academy are required to wear the stipulated uniforms. Parents
may order the LUCA Academy uniforms from the General Office.
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Students who need to purchase additional exercise books or stationeries
during the academic year may do so at the General Office.
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Transportation Services 3ZiERS

LUCA Academy has contracted an external provider to provide transportation
services where required. Please refer to the transportation flyer forcontact
details and thenecessary arrangements.
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Orientation WHIE)

An Orientation session will be organized at the start of each academic year in
the month of January for all students and their parents/guardians. This session
aims at familiarizing students and their families with life at the Academy, apart
from helping students to settle down to their studies at LUCA Academy and
ensuring all students have the necessary information and support in order to
be ready when classes commence.
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Representatives of the Parents Support Group (PSG) will be in attendance
during the Orientation, to meet with parents who are interested in helping
LUCA Academy with various activities during the academic year.

FRIAR/NAFRE WS B OIS S), 51 A 220 148 W Bh 22 B 1S 3 1K)
FEATE

Photographs and Images A+ B, R &K&SRIER R

Parents/Guardian will hereby give consent to LUCA Academy to take
photographs, images, recordings, work or derivative work of the students and
to use, free of charge, such photographs, images, recordings, work or
derivative work in any media and for whatever purpose the Academy shall
deem fit.
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