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ADMISSION & REGISTRATION/RE-REGISTRATION POLICY 
 

Introduced  December 2015 

Review 1 December 2018 

Review 2 December 2021 

Next Review  December 2024 

 

DEFINITION 
 
Admission covers the requirements of the procedures for admitting students to school. 
 
Registration is the process where we offer students a place in school and then enter their names on 
the admissions roll. 
 
Re-registration of student is associated to secure the seat for the next academic year. This will  
express the  intend to remain registered under our school system. 
 
Placement of students refers to the normal expectation that students be placed with their peer group 
in terms of age. 
 
PURPOSE(S) 
 
This policy is to assure that we operate fairly and appropriately in our decisions about admission, 
registration, re-registration and placement of students. 
 

 To emphasize the principle, that it is usually right for students to be educated with others of 
the same age group. 

 

 To reinforce the councils requirement in relation to the age and level for appropriate 
placement of students.  
 

 Re-registration will help to accommodate the aspiring students for enrolment according to 
the availability of seats. 

 
 POLICY 

 Online applications are accepted from September of the previous year. The registrations 

can be done through the school’s website. 

 The admission process starts in the month of December/January for the next Academic 

Year. Admissions will be granted depending upon available vacancies.  
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 Admissions are open from Pre-Kg to Grade 12 for the next Academic Year as per the number 

of seats available. 

 The School allows prospective parents/guardians and their children to visit the school, prior 

to registration so that they may familiarize themselves with it. 

 The School has adopted an approach to accepting students from different races and ethnicities 

to achieve fairness, equality and transparency. 

 The School admits students with mild to moderate special education needs and offer 

additional appropriate learning support as required or needed. 

 The School does not refuse or withhold admission of students with chronic health conditions 

(e.g. diabetes, asthma, congenital heart diseases, epilepsy and obesity), it offers appropriate 

support as per the student’s needs. 

 The School admits students into their kindergarten stage (KG1 or KG2) which precedes the 

mandatory education stage without requiring the students to sit for any form of test. 

 The School conducts an interview with a student during the mandatory education stage (grade 

1 upwards) and the student take certain placement tests to give an indication of their 

performance level(s) to be able to provide proper learning and psychological support and not 

for the purpose of accepting or rejecting a student. 

 The School has a maximum of twenty-five students for each class of Pre-Kg to Kindergarten 

with a space of no less than 1.5m squared per student for schools operating before 2010, and 

space of 2.16m squared for schools operating after 2010. 

 The School has a maximum of thirty student for each class of Grades 1 to 12 (Year 13), with a 

space of no less than 1.5m squared per student for schools operating before 2010,and space 

of 1.67m squared for schools operating after 2010. 

  The School applies admission priorities if there are more requests for places than available 

places as follows: 

 Students who attended the School in the previous year or period. 
 Students with siblings already in the school. 
 Children of staff in the school. 
 Students who live near the school. 

 

 The School registers all students on the Council’s eSIS system in accordance with the dates 

determined by the ADEK each year. 

 The School registers students at any time of the year after receiving approval from ADEK. In 

case the specified registration time is expired then admission is granted subject to space 

availability and ADEK approval.  
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 The School maintains and update records of official documents, school records from previous 

years. We also include individual education plans with relative assessment for all students to 

include students with special education needs, gifted and talented students. 

 It is permissible for students to transfer to other schools between the Emirates after receiving 

ADEK’s approval in case the time permitted for transfers ended. 

 Students are allowed to join school only after getting approval from ADEK as per ADEK 

regulations. 

 

ADMISSION INFORMATION, DOCUMENTS AND RECORDS 

 

 If a student is transferring from one school to another in a different Emirate, a transfer 

certificate to the other Emirate is needed. If no transfer certificate exists, a report card or 

equivalent document from the previous School shall be sufficient for the purpose of the new 

School. 

 The School ensures that all newly admitted students (including the students transferred from 

other schools in the Emirate, from other Emirates, or from Schools aboard) submit their 

vaccination cards and medical records as an integral part of the admission and registration 

procedure for such students: 

 

 Students that have been admitted to Pre-KG to Grade 1 must submit a vaccination 

card that fulfils the “Childhood Immunization Schedule” of the current HAAD 

immunization Schedule. Students will not be refused admission on the grounds of not 

furnishing the vaccination card. 
 

 Students that have been admitted to Grades 2 to 12 (Year 13) must submit a 

vaccination card that fulfils the “Childhood Immunization Schedule” and the “School 

Immunization Schedule According to Grade” of the current HAAD Immunization 

Schedule. 

 

 The School nurse must create new medical records for students registered in Pre-Kg 

to Grade 1. 

 

 The School keeps records of all student admission files including required information and 

documents. 
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 ELIGIBLE AGE AND CRITERIA FOR ADMISSION 

 

Grade 
 
Age and Criteria for admission 
 

Pre-KG 
Student must be 3 years old on or before 31st March of the year of admission. 
 

KG1 
Student must be 4 years old on or before 31st March of the year of admission. 
 

KG2 
 
Student must be 5 years old on or before 31st March of the year of admission. 

Grade 1 
 
Student must be 6 years old on or before 31st March of the year of admission. 
 

 
Grade 2 to 8 

  
Student should have the following documents :- 

 Original Mark sheet of the previous grade showing that the student has been 

promoted to the next higher grade. 

 Original attested Transfer Certificate. 

 Original Emirates ID card. 

 A copy of attested birth certificate. 

Grade 9 &11 

Student should have the following documents :- 
 Original Mark sheet of the previous grade showing that the student has been 

promoted to the next higher grade. 

 Original attested Transfer Certificate. 

 Original attested Emirates ID card. 

 A copy of attested birth certificate. 

 A copy of admit card of grade 10(for Grade 11). 

 A copy of registration form from the CBSE if the student gets enrolled in 

Term-2. 

Grade10 &12 

Student should have the following documents :- 
 Original Mark sheet of the previous grade showing that the student has been 

promoted to the next higher grade. 

 Original attested Transfer Certificate. 

 Original attested Emirates ID card. 
 A copy of attested birth certificate. 

 A copy of CBSE Registration form of Grade 9(for Grade 10). 

 A Copy of CBSE pre-registration form of Grade 11(for Grade 12). 

 A copy of Aadhaar Card. 
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 The School accept online applications from Pre-Kg candidates and invite the parents for the 

interactive section. Selected candidates in this process are guided for the registration and 

admission procedure.  

 

 During the admission process, the following documents are required: 

 Completed admission forms. 

 Original Emirates ID 

 Original Attested Transfer Certificate (Grade 2 and Above) 

 Copy of Emirates ID 

 Copy of Original Mark Sheet of the previous grade (for KG 2 to grade 11 

 Copy of House Electricity Bill 

 Copy of student’s Passport with Residence Visa 

 Copy of Parent's / Sponsor's Passport with Visa  

 Copy of Vaccination Record 

 Copy of Student's Attested Birth Certificate 

 
For grade 2 upwards 
 

 Original Transfer Certificate/ School Leaving Certificate from the previous school in the case 

of other Emirate transfer Certificate duly attested by the educational authority. {Required 

before joining the school} 

 
 For students coming from countries other than UAE, The Transfer Certificate must be: 

 Attested by the Consulate of that country 

 Attested by the Ministry of Education of that country 

 Attested by the Ministry of External Affairs of that country 

 Attested by the UAE Consulate / Embassy of UAE 

 

 For students coming from Emirates other than Abu Dhabi, the Transfer Certificate should 
be attested by the Ministry of Education of that Emirate 
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RE-REGISTRATION 

 Re-registration is mandatory for all the existing students from Pre-KG to Grade 11.This will 
confirm the availability of seat for your ward for the upcoming academic year. 

 Confirming of Re-registration of your ward should be done by paying the Non-refundable 
fees of Aed 600/- can be paid in cash/card. The same will be adjusted in the 1st quarter of 
tuition fee. 

 If the re-registration fee is not paid on or before 31st January of the current academic year 
then the school reserve the right to offer the seat to other deserving students. 

 Failure to do re-registration within the time frame as given by the school, will be taken  as a  
sign that the child will not be attending school or will be withdrawn from the following 
academic year ,and their names can removed from school portal. 

 If the T.C Application for the current students is not applied on or before 31st January of the 
current academic year the school will charge 5% of yearly tuition fees before we 
release/transfer the students from this school. 

 For more details regarding fees payable, refer to the school fee policy (Policy No-035). 
 
 
Amendments: 
 
Review 1 No Changes 

Review 2 No Changes 

 

 

 
 
 
 
 
 
 
 
 
 
 

 
        Principal 

 

        Mr. Paramjit Ahluwalia 

 

    

 

 
 










































