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1. SCHOOL VISION 
 
Australian School of Abu Dhabi (ASAD) fosters globally minded graduates through inclusive education, 

nurturing a sense of belonging, understanding, and respect. We empower students with skills, empathy, and 

awareness to contribute locally and globally. 

2. SCHOOL MISSION 
 
Australian School of Abu Dhabi (ASAD) provides a diverse curriculum with global perspectives to all students. 

We foster inclusion, embrace diversity, promote understanding, and empower students to excel 

academically and socially. Our commitment to inclusivity ensures every student feels valued and supported. 

3. INTRODUCTION 
 
Australian School of Abu Dhabi (ASAD) recognises that effective, supportive, and well-managed student 

administrative processes play a critical role in promoting students’ academic progress, wellbeing, and 

positive school experience. Clear and consistent procedures for admissions, attendance, promotion, and 

student transitions contribute to students’ physical, social, and emotional development and support 

continuity of learning. 

 

This policy outlines the minimum requirements governing student administrative affairs at ASAD, including 

processes related to student enrolment and withdrawal, attendance and punctuality, progression between 

grades or cycles, and the accurate management of student records, in alignment with ADEK requirements, 

Ministry of Education policies, and applicable UAE Federal Law. 

4. PURPOSE 
 
The purpose of this policy is to: 
 

• Ensure ASAD makes fair, transparent, and consistent decisions relating to student admissions, grade 

placement, and progression in line with ADEK requirements. 

• Support smooth student transfers between schools by facilitating appropriate placement and 

minimising unnecessary course or grade repetition. 

• Set out ASAD’s expectations and procedures in relation to student attendance and punctuality in 

alignment with ADEK guidelines. 

• Ensure concerns related to student absence and lateness are addressed promptly, consistently, and 

effectively, with appropriate follow-up and support. 

• Outline the exceptional circumstances under which students may not be promoted or may be 

accelerated beyond their age-appropriate grade, based on clear criteria and professional judgement. 

• Ensure appropriate transition support is provided to students at key stages, including entry to the 

school, movement between phases or cycles, and progression to the next grade level. 

5. SCOPE 

 
This policy applies to all students enrolled at ASAD and to all staff involved in student administrative 

processes. It governs procedures related to student admissions and enrolment, grade placement and 

progression, attendance and punctuality, promotion and acceleration, student transfers, withdrawals, and 

transitions between grades, phases, or cycles. 
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The policy applies throughout the academic year and operates in conjunction with other ASAD policies, 

including safeguarding and child protection, inclusion, assessment, student behaviour, and data protection 

policies. All procedures are implemented in accordance with ADEK requirements, Ministry of Education 

guidelines, and applicable UAE Federal Law. 

6. DEFINITIONS 
 

TERM 
 

DEFINITION 

Absence The state of not being physically present in class/at school. 

Absence Rate The proportion of absences to school days as per the approved school calendar. 
If the student was admitted mid-year, the absence rate is calculated from their 
joining date. 

Additional Learning 
Needs 

Individual requirements for additional support, modifications, or 
accommodations within a school setting on a permanent or temporary basis in 
response to a specific context. This applies to any support required by students 
of determination and those who have special educational needs and/or 
additional barriers to learning, access, or interaction in that specific context (e.g., 
dyslexic, hearing or visually impaired, twice exceptional, or gifted and/or 
talented). 
For example, a student with restricted mobility may require lesson 
accommodations to participate in Physical Education and building 
accommodations to access facilities but may not require any accommodations in 
assessments. Equally, a student with hearing impairment may require adaptive 
and assistive technology to access content in class and may also require physical 
accommodations (e.g., sit in the front of the class to be able to lip read) to access 
learning. 

Admission The process by which students are accepted to a school, up to and including 
enrollment and registration. 

Academic Year The period of the year during which students attend school, as defined by ADEK. 

Attendance The state of being physically present in class or at school. The attendance rate is 
recorded as the proportion of whole school days attended relative to the total 
number of school days as per the approved school calendar. 

Clinical Assessment 
Report 

A report arising from assessment of a student, conducted by a clinical 
psychologist, education psychologist, speech and language pathologist, doctor, 
or other suitably qualified professional. 

Cycle A stage in the primary and secondary educational process and is classified in Abu 
Dhabi as the following: Kindergarten (Pre-KG/FS1-KG2/Y1), Cycle 1 (G1/Y2-
G5/Y6), Cycle 2 (G6/Y7- G8/Y9), and Cycle 3 (G9/Y10-G12/Y13). Private schools 
teaching UAE Ministry of Education (MoE) curriculum may follow MoE cycles: KG, 
Cycle 1 (G1-G4), Cycle 2 (G5-G8), and Cycle 3 (G9-G12). 

Documented Learning 
Plan (DLP) 

A plan which outlines any personalized learning targets, modifications to 
curriculum, additional support, or tools for learning which are agreed by school 
staff, parents, and students (where appropriate), including Individual 
Educational Plans (IEP), Individual Support Plans (ISP), Individual Learning Plans 
(ILP), Behavior Support Plans (BSP), Advanced Learning Plans (ALP), etc. This may 
be to address any specific identified academic, behavioral, language, or social 
and emotional need. 

Equivalency The process by which the UAE Ministry of Education officially endorses a 
secondary school certificate and declares it to be equivalent to the UAE General 
Education Certificate (Al Thanawiya), as per relevant ministerial decrees and 
their amendments. 
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Examination Leave A period of absence authorized by the school for students to attend external 
examinations. 

Enrollment The process by which a child is included on a school's official list of students. 

Lateness Arrival later than the specified time for class. 
Grade Placement The process of placing a student in a grade/year, normally in accordance with 

their age group. 

Maltreatment Physical, emotional, or sexual abuse. Maltreatment includes neglect, 
exploitation, and/or bullying. 

Parent The person legally liable for a child or entrusted with their care, defined as the 
custodian of the child as per the Federal Decree Law No. 3 of 2016 Concerning 
Child Rights (Wadeema). 

Present The state of being physically available in class/at school. 

Promotion The sequential movement of a student from one grade/year to the next at the 
end of an academic year. 

Punctuality Arrival on time for school/class. 

Receiving School The school to which a student transfers. 

Registration The process by which a child's information is uploaded on eSIS and the school's 
management system. 

Retention An exceptional circumstance whereby a student is held back in their current 
grade/year rather than being promoted with their peers. 

Sending School The school from which a student transfers. 

7. POLICY 

7.1 Admissions 

ASAD develops, implements, and maintains an Admission and Fees Policy in alignment with ADEK 

requirements and applicable UAE Federal Law. The Admission and Fees Policy is made available to 

prospective parents through the school website and official communication channels. 

7.1.1   School Admissions Policy 

ASAD’s Admission and Fees Policy includes the following elements and practices: 

1. Non-Discrimination 

ASAD applies a fair, transparent, and non-discriminatory approach to student admissions. 

Admissions decisions do not discriminate on the basis of race, gender (except where applicable 

to single-gender provision), special educational needs, disabilities, religion or beliefs, language, 

or medical conditions. 

2. Open Campus 

ASAD establishes and implements protocols that allow prospective parents and students to visit 

the school premises, subject to safeguarding, security, and operational procedures. 

3. Admissions Procedures 

ASAD communicates clear admissions procedures and timelines, including application 

submission, review, offer issuance, acceptance, and enrolment processes. 

4. Required Documentation 

ASAD clearly outlines the documentation required from parents to support the admission of 

students, ensuring transparency and consistency throughout the admissions process. 

5. Inclusive Admission Practices 

ASAD adopts inclusive admission practices for students with additional learning needs in line with 

the ADEK School Inclusion Policy. 
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Parents of students with additional learning needs are required to disclose all known information 

relating to their child’s needs and submit relevant supporting documentation, including clinical or 

professional assessment reports where applicable. ASAD does not decline admissions on the basis of 

additional learning needs.  

 

7.1.2   Admission Assessments 
 

ASAD does not use assessments as a basis for determining whether a student is admitted to the school. 

ASAD uses observations, interviews, and/or placement activities for students in KG, Cycle 1, and Cycle 2 

to inform appropriate grade placement and support planning. Admission tests are used only where ASAD 

can guarantee grade placement. Assessment outcomes are used solely to identify learning support 

needs. 

 

• Formal assessments may be used at ASAD to determine grade placement in the following 

exceptional circumstances: 

•  Students changing curricula in Cycle 3 (Grade 9/Year 10 to Grade 12/Year 13). 

•  Students transitioning from alternative educational provision where grade equivalency cannot 

be established. 

•  Students who have not attended school for more than two (2) academic years. 

 

7.1.3   Waiting List 
 

Where the school is oversubscribed, ASAD maintains a waiting list that is published on the school 

website and includes: 

1. A transparent selection and prioritisation process for offering places when vacancies arise. See 
ASAD Admission and Fees Policy, Section 8.4 

2. The maximum number of students permitted on the waiting list. 

3. The duration for which the waiting list remains active, with lists reviewed and refreshed at least 

once per term.  

 

7.1.4   Offer and Withdrawal of a Place 

 
ASAD issues a formal offer letter once an application has been approved through the school’s admissions 

process. The offer letter specifies the period of validity. 

 

An offer is withdrawn only where: 

1. Parents do not complete enrolment or re-enrolment procedures within the stated timeframe; 

or 

2. It is established that admission was obtained through fraudulent means. 

 

7.1.5   Registration 

 

ASAD registers all students on the ADEK Enterprise Student Information System (eSIS). ASAD collects 

and verifies valid and up-to-date documentation, including: 

1. Enrolment/Registration Form, including: 

• Student contact details 

• Copy of birth certificate 
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• Copy of passport 

• Copy of Emirates ID or diplomatic card 

• Copies of parents’ passports and evidence of UAE residency or diplomatic status 

2. Medical Records 

Medical records are submitted in line with Department of Health requirements, and parental 

consent is obtained in accordance with ADEK reporting requirements. Medical files are created 

for students transferring from outside the UAE. 

3. Transfer Certificate 

A Transfer Certificate and student performance report are collected for students transferring 

into Grade 2/Year 3 and above, including mid-year transfers where applicable. 

4. Documented Learning Plan (DLP)  

Where applicable, ASAD plans, monitors, and evaluates personalised learning programs for 

students with additional learning needs. 

5. Clinical Assessment Reports 

Where applicable, parents submit clinical assessment reports prepared by qualified 

professionals. 

6. Leaving Certificate 

Leaving Certificates and performance reports are collected for students transferring from 

government schools. 

7. Additional Documents 

ASAD provides any additional documentation requested by ADEK. 

8. Provision for Exceptions 

Non-UAE transfer students may be temporarily exempt from submitting an Emirates ID, subject 

to parents signing an undertaking to provide the document by the end of the enrolment term. 

9. Profile Updates 

Student profiles in eSIS are updated once Emirates IDs are received, except where diplomatic 

cards apply. 

10. Record Maintenance 

All admission records are stored and maintained in line with the ADEK School Records Policy. 

 

7.1.6   Enrolment and Re-enrolment 
 

ASAD enrols students throughout the academic year, subject to space availability and ADEK enrolment 

cut-off dates. ASAD re-enrols existing students for the following academic year provided ADEK re-

enrolment conditions are met. 

• Clear re-registration procedures, prerequisites, and timelines are published. 

• Existing students are automatically re-registered at ASAD for the following academic year, 

subject to confirmation cut off dates, fee payment requirements. 

 

7.1.7   Placement of New and Transferring Students 

 
ASAD places all newly admitted students in a grade or year level that corresponds to their age in 
accordance with ADEK age cut-off requirements as per Table 1. Age Cut-Offs for Grades/Years, unless 
placement in a different grade or year level has been formally approved by ADEK. 
Age cut-off dates are applied based on the school’s academic calendar, and placement decisions are 

documented and communicated to parents during the admissions process.  
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Table 1. Age Cut-Offs for Grades/Years* 

 

The age cut-off date (in 

the school year wherein 

the student is registered) 

Schools whose 

academic year starts 

in 
September 

Schools whose 

academic year 

starts in January 

 

Schools whose 

academic year 

starts in April* 

31 August 30 April 31 March 

Pre-KG / FS 1 3 years 

KG 1 / FS 2 4 years 

KG 2 / Year 1 5 years 

Grade 1 / Year 2 6 to 8 years 

Source: (ADEK) 2025 (September) ADEK_ School_Student Administrative Affairs Policy_v.1.2 

 

Where students are transferring from another school, ASAD applies a structured and consistent process 

to determine appropriate grade placement. Placement decisions are based on official academic 

documentation and are made in a manner that supports continuity of learning and student wellbeing, 

in line with ADEK requirements. 

• Grade placement is determined based on the last grade or year level successfully completed, as 

indicated on the student’s Transfer Certificate and academic records. 

• Students who have not attended school for more than two (2) academic years are not placed 

more than two (2) years below the grade or year level corresponding to their chronological age. 

• When determining placement for students with additional learning needs, ASAD considers 

existing Documented Learning Plans (DLPs) and relevant professional or clinical reports in 

accordance with the ADEK School Inclusion Policy. 

 

7.1.7   Transition of New and Transfer Students 
 

ASAD implements structured transition procedures to support the academic, social, and emotional 

wellbeing of new and transferring students and to ensure continuity of learning and seamless transition. 

1. Transfer of Records 

ASAD ensures that student records are transferred between sending and receiving schools in line 

with the ADEK School Records Policy. For transfers within the Emirate of Abu Dhabi, ASAD 

updates student registration details on ADEK’s eSIS and the school’s internal systems promptly 

upon enrolment. 

2. Transfer Between Curricula 

Where students transfer from a school offering a different curriculum, ASAD informs parents in 

writing of any potential academic risks associated with the change, particularly for students 

seeking equivalency to the UAE General Secondary Education Certificate (Al Thanawiya), in line 

with the ADEK School Curriculum Policy. 

7.2 Attendance 

ASAD promotes regular attendance and punctuality as essential components of student engagement, 

academic progress, and wellbeing. Attendance procedures are implemented consistently to support student 

success, identify concerns early, and ensure compliance with ADEK requirements through effective 

monitoring, communication, and intervention where necessary. 
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7.2.1    Attendance Policy Requirements 

ASAD implements, monitors, and regularly reviews the ASAD Student Attendance and Punctuality Policy 

and Procedures at the beginning of each academic year. The Student Attendance and Punctuality Policy 

and Procedures is communicated to parents and published on the school website. The policy defines 

expectations, procedures, and responsibilities relating to student attendance and punctuality, in 

alignment with ADEK requirements. 

 

The Student Attendance and Punctuality Policy and Procedures include the following elements and 

practices: 

 

1. Attendance and Punctuality Definitions and Procedures 

ASAD clearly defines attendance and punctuality and implements the following procedures to 

ensure compliance: 

a. Procedures are in place to follow up on all unreported absences within two (2) hours of 

the attendance register being closed. 

b. A system is maintained to record and notify parents of the arrival and departure of 

unaccompanied Cycle 3 students, and upon request for students below Cycle 3, in line 

with the ADEK School Safeguarding Policy. 

c. For Cycle 1–3 students, ASAD identifies absence rates above 5% (five percent) of total 

ADEK calendar days (including authorised and unauthorised absences) as a cause for 

concern. 

d. For KG students, absence rates above 10% (10 percent) of total ADEK calendar days 

trigger engagement with parents to address potential impacts on learning and 

progression. Suspected cases of maltreatment are reported in line with safeguarding 

requirements. 

e. Students with additional learning needs are expected to comply with attendance 

requirements, with reasonable accommodation provided for approved medical or 

therapeutic leave. 

Where applicable, students are reviewed for educational risk in line with the ADEK School 

Educational Risk Policy. Where absences give rise to reasonable suspicion of student 

maltreatment or neglect, concerns are reported in accordance with the ADEK School Student 

Protection Policy. 

2. Ensuring Attendance Compliance 

ASAD implements the following procedures to ensure attendance compliance, including: 

a. Daily recording of student attendance by teachers. 

b. Management of absences in accordance with guidelines issued by the ADEK Student 

Happiness Committee. 

c. Recognition of excellent or improved attendance where appropriate. 

d. Daily reporting of attendance data to ADEK via eSIS. 

e. Safeguarding against travel-related absences prior to school breaks by ensuring 

meaningful learning continues throughout the academic year. 

f. Ongoing communication with parents, students, and staff regarding attendance 

expectations, procedures, and consequences of poor attendance. 

 

3. Authorised Absences 

ASAD authorises absences where supported by appropriate documentation, including: 
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a. Illness. 
b. Death of a first- or second-degree relative. 
c. Pre-arranged medical appointments. 
d. Official community or civic duties. 
e. Mandatory appearances before official bodies. 
f. Essential urgent family travel for medical, compassionate, or emergency reasons. 
g. Participation in conferences, competitions, or events approved by the Principal. 
h. Approved work in the entertainment industry. 
i. Observation of religious holidays not designated as public holidays in the UAE. 
j. Examination leave for board or pre-collegiate examinations, where approved by ADEK. 
k. Study leave of up to four (4) weeks annually for board or pre-collegiate examinations, 

where approved by ADEK. The school remains operational during study leave and 
provides appropriate learning support for students not taking leave. 

l. Medical or therapeutic leave for students with additional learning needs. 
m. Government-approved school closures due to extreme weather or emergency 

conditions. 
Where an absence is authorised, ASAD informs students of missed work and provides 

opportunities to complete assignments or assessments. 

 

4. Absence Due to Illness 

Where a student is absent due to illness, the following conditions and procedures apply: 

1. Parents must submit a parent-written sick note (daily) for absences of up to three (3) 

consecutive days. 

2. A sick leave certificate from a DoH-licensed physician is required from the fourth (4th) 

consecutive day, including weekends, and is submitted within 24 hours of the 

consultation. 

3. A maximum of twelve (12) school days per academic year may be authorised for illness 

without a medical certificate. 

4. For students with chronic medical conditions who may require more than twelve (12) 

school days of student absence, parents must submit medical reports from a DoH-

licensed physician or a relevant health authority, and schools shall consider each case at 

their own discretion. 

 

5. Punctuality 

Lateness due to adverse weather or exceptional circumstances may be excused at the discretion 

of school leadership. Procedures are in place to manage late arrivals, including registration at 

reception where required. Patterns of frequent lateness are identified and addressed through 

appropriate interventions. 

 

7.2.2    Maintenance of Attendance Records 
 

Teachers record student attendance daily and submit records to the designated administrative unit 

responsible for updating attendance information on eSIS in a timely and accurate manner. 

 

7.2.3    Intervention for Students at Educational Risk 
 

ASAD identifies students with low attendance as students at educational risk where appropriate. 

Intervention plans are developed and implemented in collaboration with students and parents in line 
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with the ADEK School Educational Risk Policy. Furthermore, attendance data is monitored regularly to 

evaluate the effectiveness of interventions and determine next steps. 

7.3 Promotion 
 
ASAD manages student promotion, retention, and acceleration through clear, fair, and consistent processes 

that support academic progression and student wellbeing. Promotion decisions are made in alignment with 

ADEK requirements and are informed by age-based placement criteria, curriculum expectations, and 

targeted support for students who require additional intervention. 

7.3.1    Promotion Policy Requirements 

ASAD implements and maintains a Promotion Policy that governs student progression between grades 

and cycles in alignment with ADEK requirements, Ministry of Education guidelines, and applicable UAE 

Federal Law. The Promotion Policy clearly outlines expectations, criteria, and processes relating to 

student promotion, retention, and acceleration. 

The Promotion Policy includes the following elements: 

1. Age Requirements for Grade Placement 

ASAD applies age requirements for grade placement in accordance with ADEK-approved age cut-

off criteria for grades and years. 

2. Mandatory Promotion 

ASAD promotes students sequentially with their peer group from one grade or year level to the 

next when promotion requirements for the preceding year are met. 

Exceptions to mandatory promotion apply only in specific circumstances, including the following: 

a. A student in Cycle 2 or Cycle 3 does not meet promotion requirements as set out in the 

ADEK-approved curriculum and does not make sufficient progress despite targeted 

interventions implemented in line with the ADEK School Educational Risk Policy. 

In applying exceptions, ASAD ensures that: 

• Where a student with additional learning needs does not meet the objectives outlined 

in their Documented Learning Plan (DLP) but meets curriculum promotion requirements, 

the student is promoted and the DLP objectives are adjusted accordingly. 

• A student in Cycle 2 or Cycle 3 is not retained in the same grade or year level for more 

than two (2) consecutive years. 

• A student is not retained in more than two (2) different grades or year levels across their 

entire school education. 

3. Voluntary Grade Repetition 

ASAD may exceptionally permit voluntary grade or year repetition at the written request of 

parents, where repetition is deemed to be in the best interest of the student’s academic progress 

and overall wellbeing. 

In such cases: 

a. Requests made for the purpose of improving academic outcomes are considered at the 

school’s discretion. 

b. ADEK approval is obtained prior to retaining a student in any grade or year level. 

4. Students with Additional Learning Needs 

ASAD considers, on an exceptional basis, parental requests for the retention of students with 

additional learning needs in Cycle 2 or Cycle 3. Such decisions are made in close collaboration 

with parents and relevant specialists and are subject to formal approval by ADEK. 
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7.3.2    Supporting Students at Educational Risk 
 

Where a student is identified as being at risk of not meeting promotion requirements, ASAD implements 

structured support measures in line with ADEK expectations, including the following: 

1. Intervention measures are developed and implemented in accordance with the ADEK School 

Educational Risk Policy. 

2. Parents are formally notified and actively involved in planning, implementing, and reviewing 

intervention and support strategies. 

7.4 Transition Support 

ASAD provides structured transition support to students throughout their educational journey to promote 

continuity of learning, wellbeing, and successful adjustment at key stages. Transition support is planned and 

implemented across multiple phases, including the following: 

7.4.1   Admissions Transitions 

ASAD implements transition programs to support students entering the school, including targeted 

support for: 

a. Students starting school for the first time or transitioning from early childhood education 
settings. 

b. Students transferring from specialised provision, homeschooling, or alternative educational 
pathways. 

c. Students participating in exchange programs. 
d. Students with additional learning needs in all circumstances, in alignment with the ADEK School 

Inclusion Policy. 
 

7.4.2   Transition Between Grades and Cycles 
 

ASAD develops and implements transition plans to support students moving between grades, cycles, or 

key stages, including the following: 

a. Development of targeted Documented Learning Plans (DLPs) for students who are retained or 

accelerated, in line with the ADEK School Inclusion Policy. 

b. Implementation of transition programs to prepare students for new learning environments 

during the year prior to transition and throughout their first year in the new cycle. 

 

7.4.3   Graduation and Leaving School 
 

ASAD provides transition support for students completing their schooling or changing educational 

pathways, including preparation for post-school destinations. 

Support measures include: 

a. Individualised guidance for students transitioning to higher education, Technical and Vocational 

Education and Training (TVET), specialised provision, homeschooling, or other non-mainstream 

education pathways, in alignment with the ADEK School Career and University Guidance Policy 

and the ADEK School Inclusion Policy. 

8. COMPLIANCE 
 
ASAD is committed to full compliance with all Abu Dhabi Department of Education and Knowledge (ADEK) 

requirements, Ministry of Education (MoE) policies, and applicable UAE Federal Laws governing student 
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administrative affairs. Adherence to these requirements is essential to maintaining the school’s licensing, 

regulatory standing, and the effective management of student records, enrolment, attendance, progression, 

and wellbeing. 

 

All staff involved in student administration, enrolment, registration, attendance monitoring, assessment 

records, transfers, withdrawals, and related processes implement the procedures outlined in this policy and 

comply with all documentation, reporting, data protection, and verification requirements set by ADEK and 

relevant authorities. 

 

Failure to comply with this policy may result in regulatory action in accordance with ADEK regulations, MoE 

directives, and applicable UAE Federal Laws. ASAD recognises ADEK’s authority to monitor, audit, and review 

student administrative practices, require corrective actions, and impose sanctions where non-compliance is 

identified. 

 

Non-adherence, including inaccurate or incomplete student records, delays in reporting, breaches of 

confidentiality, failure to comply with attendance or enrolment requirements, or non-compliance with 

approved procedures, may result in internal disciplinary action and regulatory intervention by ADEK or other 

competent authorities. 

9. REFERENCES 
 

• Department of Education and Knowledge, Abu Dhabi (ADEK) 2025 (September) ADEK_ 

School_Student Administrative Affairs Policy_v.1.2 

• Federal Decree Law No. (3) of 2016 Concerning Child Rights (Wadeema) 

• Federal Decree Law No. (31) of 2021 Promulgating the Crimes and Penalties and its amendments 

10. RATIFICATION AND REVISION HISTORY 
 

Document Title Student Administrative Affairs Policy 

Version v.1 

Ratification Date 10th January 2026 

Next Review Date January 2027 

Ratified By Director: Mr. Adel Salman 
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