
Introduction

Having effect ive, support ive, and smooth t ransit ions and administ rat ive 
processes when joining or leaving a school (admissions), when arriving at  and 
depart ing f rom school (at tendance), and when moving between grades or 
cyc les (promot ion) can have a significant  impact  on student  academic, 
physical, soc ial, and emot ional wellbeing. This policy sets out  the minimum 
requirement  that  schools must  put  in place with regard to student 
administ rat ive a ffairs.

Purpose

•  Ensure that  the school makes fair and t ransparent  dec isions related to
admissions and grade placement .

•  Ensure that  students can t ransfer between schools w ith minimal
course/  grade repet it ion.

•  Set  out  ADEK’s expectat ions in relat ion to student  at tendance.

•  Ensure that  the school deals firmly and effect ively with concerns related
to student  absence and punctualit y.

•  Out line except ional c ircumstances under which students may not  be
promoted or accelerated beyond their age-appropriate grade.

•  Ensure appropriate t ransit ion support  is provided to students at  key
stages.
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Definitions

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

Absence rate
The proport ion of  unauthorized absences to school days as per the 
approved school calendar. If  the student  was admit ted mid-year, the 
absence rate is calculated f rom their joining date.

Additional Learning 
Needs

Individual requirements for addit ional support , modificat ions, or 
accommodat ions within a school set t ing on a permanent  or 
temporary basis in response to a specific  context . This applies to 
any support  required by students of  determinat ion and those who 
have special educat ional needs and/ or addit ional barriers to 
learning, access, or interact ion in that  specific  context  (e.g., dyslexic, 
hearing or visually impaired, tw ice except ional, or gif ted and/ or 
ta lented).
For example, a student  w ith rest ricted mobilit y may require lesson 
accommodat ions to part ic ipate in Physical Educat ion and build ing 
accommodat ions to access fac ilit ies but  may not  require any 
accommodat ions in assessments. Equally, a student  w ith hearing 
impairment  may require adapt ive and assist ive technology to access 
content  in c lass and may also require physical accommodat ions 
(e.g., sit  in the f ront  of  the c lass to be able to lip read) to access 
learning.

Admission The process by which students are accepted to a school, up to and 
inc luding enrollment  and regist rat ion.

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

Attendance

The state of  being physically present  in c lass or at  school. The 
at tendance rate is recorded as the proport ion of  whole school days 
at tended relat ive to the total number of  school days as per the 
approved school calendar.

Clinical Assessment 
Report

A report  arising f rom assessment  of  a student , conducted by a 
c linical psychologist , educat ion psychologist , speech and language 
pathologist , doctor, or other suitably qualified professional.

Cycle

A stage in the primary and secondary educat ional process and is 
c lassified in Abu Dhabi as the following: Kindergarten (KG), Cyc le 1 
(G1/ Y2-G5/ Y6), Cyc le 2 (G6/ Y7- G8/ Y9), and Cycle 3 (G9/ Y10-
G12/ Y13). Private schools teaching UAE Minist ry of  Educat ion (MoE)
curriculum may follow MoE cycles: KG, Cycle 1 (G1-G4), Cycle 2 (G5- 
G8), and Cycle 3 (G9-G12).
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Documented Learning 
Plan (DLP)

A plan which out lines any personalized learning targets, 
modificat ions to curriculum, addit ional support , or tools for learning 
which are agreed by school sta ff, parents, and students (where 
appropriate), inc luding Individual Educat ional 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  ident ified academic, behavioral, language, or 
soc ial and emot ional need.

Examination Leave A period of  absence authorized by the school for students to at tend 
external examinat ions.

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

Lateness Arrival later than the specified t ime for c lass.

Grade Placement The process of  placing a student  in a grade/ year, normally in 
accordance with their age group.

Maltreatment Physical, emot ional, or sexual abuse. Malt reatment  inc ludes neglect , 
exploitat ion, and/ or bullying.

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

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

Promotion The sequent ial movement of a student  f rom one grade/ year to the 
next  at  the end of  an academic year.

Punctuality Arrival on t ime for school/ c lass.

Receiving School The school to which a student  t ransfers.

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

Retention An except ional c ircumstance whereby a student  is held back in their 
current  grade/ year rather than being promoted with their peers.

Sending School The school f rom which a student  t ransfers.

Student Behavior The way in which a student  acts or conduct  themselves, especially 
towards others.

Student Transfer The process of  a student  permanent ly leaving one educat ional 
inst itut ion to at tend another.
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Study Leave A period of absence that  is authorized by the school for students to 
study for examinat ions.

UAE General 
Education Certificate 
(Shahadat Al- 
Thanawiya Al-Amma)

UAE's general secondary educat ion lasts 3 years, covering grades 10, 
11 and 12. It  is comprised of  a common year 1 and then pursued by a 
spec ia lizat ion in Sc ience or Arts. Upon the complet ion of  the 12th 
year, students are required to sit  the examinat ion in order to qualif y 
for a general educat ion cert ificate.
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Policy

1. Admissions

1.1 School Admissions Policy: BRS has developed and implemented an Admissions Policy
and has made it  available to prospect ive parents via the school website. The school 
has out lined the following elements, at  a minimum, in the admissions policy:

1. Non-Discriminat ion: BRS takes a fa ir and t ransparent  approach to
admissions and shall not  d iscriminate based on race, gender (exc luding 
single-gendered schools), spec ial educat ional needs, disabilit ies, religion or 
beliefs, language, or medical condit ions.

2. Open Campus: BRS has established protocols to allow prospect ive parents
and students to visit  the school’s premises.

3. Procedures: The school communicates c lear procedures and t imelines for
applicat ions, offers, acceptances, and enrollment .

4. Documentat ion: The school c larif ies the documentat ion that  parents are
required to submit  to enable the admission of  their children to the school.

5. Inc lusive Admission Pract ices: BRS adopts  pract ices for students w ith
addit ional learning needs during the admissions process, in line with the 
BRS Inc lusion Policy.
a. The school shall provide a statement  in i t s  policy that  requires parents of

students w ith addit ional learning needs to disc lose all known informat ion 
regarding their child ’s needs, as well as to submit  any relevant 
documentat ion (e.g., c linical assessment  reports).

b. Inabilit y to Accommodate:The school shal l  not  dec line
admissions for students w ith addit ional learning needs. However, in 
except ional c ircumstances, where the school considers tha t  i t  i s  unable 
to meet  the needs of  any students w ith addit ional learning needs, the 
school shall submit  an inabilit y to accommodate not ificat ion to ADEK and 
the parents.

1.2 Admissions Assessments:

1. Use of  Assessment :

a. The school shall assess students through observat ion, interviews, and/ or 
placement  tests for students in KG, Cycle 1, and Cycle 2.

b. Admission tests are only authorized when the school can guarantee a 
grade placement  for the child. The results of  the assessments may only be 
used to inform the level of  learning support  required.

c. In the following except ional c ircumstances, the school can addit ionally use
formal assessments to determine grade placement :
• Students changing curricula in Cyc le 3 (G9 to G12).
• Students t ransit ioning f rom alternat ive educat ional provision (e.g.,

homeschooling, coming f rom count ries where grade equivalency
cannot  be established)
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• Students who have not  at tended school for more than two years.

1.3 Wait ing List : BRS has a wait ing list  criteria when the school is
oversubscribed and has more applicants than places available. These criteria shall be 
published on the school website and inc lude the following:

1. A t ransparent  select ion process (inc luding priorit izat ion criteria) for
determining who gets offered a place once it  becomes available.

2. The maximum number of  students that  can be on a wait ing list .

3. How long a wait ing list  is open. Wait ing lists shall be ref reshed every term.

1.4 Offer and W ithdrawal of  a Place: BRS issues an offer let ter when a student ’s
applicat ion is approved by the admissions commit tee. The school shall out line 
the period of  valid it y of  the offer let ter and not  w ithdraw it  unless:

1. The parent  has not  completed the enrollment  or re-enrollment  procedures
out lined by the school w ithin the st ipulated deadline; or

2. It  is established that  admission was obtained f raudulent ly.

1.5 Regist rat ion:
1. eSIS: BRS registers all i t s  students on the Enterprise Student

Informat ion System (eSIS).

2. Required Documents: The school shall seek the following valid documents f rom
parents and ensure that  they are up to date:
a. Regist rat ion Form: The school requires parents to complete a

regist rat ion form.
• Child ’s contact  informat ion.
• Copy of  child ’s birth cert ificate.
• Copy of  child ’s passport .
• Copy of  child ’s Emirates ID or diplomat ic  card with passport .
• Copy of  parent ’s passports (both mother and father, if  applicable) and

evidence of UAE residency or copies of  diplomat ic cards with 
passports.

b. Medical Records: Parents shall submit  medical records for their children in
accordance with the Department  of  Health (DOH) requirements.
• The school ensures that  the nurse creates DoH-compliant  medical

fi les for new students f rom schools outside the UAE.
c. Transfer Cert ificate: When a student  is t ransferring to a school in Abu

Dhabi and is seeking admission to Grade 2 or above (Inc luding 
t ransferring mid-year Grade 1), the sending school must  issue a student 
performance report  and a Transfer Cert ificate (at tested if  applicable to 
the count ry of  t ransfer).

d. Documented Learning Plan (DLP): The school shall p lan,
monitor, assess, and evaluate teaching and learning programs 
personalized for students with addit ional learning needs, as per the BRS 
Inc lusion Policy.

e. Clinical Assessment  Report : If  applicable, the school is authorized to ask
parents to submit  a c linical assessment  report  assessing their child’s 
needs by a qualified professional, as per the BRS Health and Safety 
Policy.
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f . Leaving Cert ificate: If  a student  is t ransferring f rom a government  school
to BRS, a Leaving Cert ificate and a student performance report  issued 
by the government  school are required.

3. Provision for Except ions: Non-UAE t ransfer students are temporarily exempt
f rom submit t ing their Emirates ID card during the regist rat ion period if  it  is not 
yet  available to them; however, the school shall require parents to sign an 
undertaking to submit  the card by the end of  the term in which the student 
was enrolled.

4. Update Student  Profi le: The school updates the student  profi le in eSIS with
the new Emirates ID card (except  for students w ith diplomat ic  cards).

5. Record Maintenance: BRS maintains and stores all student  admission
fi les in line with the BRS Records Policy.

1.6 Enrollment  and Re-enrollment :

1. Enrollment : The school is authorized to enroll students at  any t ime (subject  to
available space and fulfi llment  of  admissions requirements) prior to the 
enrollment  cut-off date st ipulated by ADEK.

2. Re-enrollment : The school shall re-enroll a ll exist ing students for the upcoming
academic year, provided that  all condit ions for re-enrollment , as defined by 
ADEK, have been met .
a. BRS has a c learly published re-enrollment  procedure, detailing

the prerequisites and t imelines for re-enrollment .
b. The school ensures that  exist ing students are automat ically re-enrolled

in the next  academic year, subject  to meet ing fee payment  requirements, 
as per the BRS Fee Policy, unless parents act ively choose to w ithdraw 
their child f rom the school.

1.7 Placement  of  New Students:

1. Grade Placement : The school shall p lace all new students in a grade
corresponding to their age as per Table 1. Age Cut-Offs for Grades/ Years, 
unless their p lacement  in a different  grade has been approved by ADEK.

Table 1. Age Cut-Offs for Grades*

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 3 years
KG 1 4 years
KG 2 5 years
Grade 1 6 years
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2. Grade Placement  for Transferring Students: The school shall determine the
grade placement  for t ransferring students based on the last  grade 
completed as per the Transfer Cert ificate.

a. The school shall not p lace students who have not at tended school for
more than  two y ears in   a  g rade le vel  m ore  th an tw o  yea rs beh ind  the  grade
le vel co rresp ond ing  to their age.

b. When evaluat ing the placement  of  students w ith addit ional learning
needs, the school shall consider the students’ documented learning 
plans (DLPs), in line with the BRS Inc lusion Policy.

1.8 Transit ion for New and Transfer Students: BRS shall take all necessary steps to ensure 
a seamless t ransit ion for new and t ransfer students.

1. Transfer of Records: The school shall transfer the records of a student to
receiving schools in accordance with the guidelines outlined in the
BRS Records Policy. In case of transfers within the Emirate, receiving schools shall
update the student 's regist rat ion on both ADEK's eSIS and the school's
internal system.

2. Transferring Curricula: When students are t ransferred to receiving schools
with a different  curriculum, the receiving schools shall write to the student 's 
parents highlight ing the potent ia l risks that  may arise in the adopt ion of  a 
different  curriculum.

2. At tendance

2.1 Requirements: At  the beginning of  each academic year, BRS develops,
implements , monitors, and regularly reviews and communicates i t s  At tendance Policy 
to parents and publish it  on the website. The school shall out line the following 
elements in their policy, at  a minimum:

1. Defining At tendance and Punctualit y: BRS ensures that  i t s
at tendance policy defines at tendance and punctualit y and sets out  the 
school’s procedures to ensure compliance.
a. The school has a procedure in place to follow up on all unreported

absences within 2 hours of  the at tendance register being c losed.
b. BRS has established a system to record and not if y parents of  the arrival

and departure of  unaccompanied Cycle 3 students and upon request  for 
students in any grade below Cycle 3, in line with the BRS Safeguarding 
Policy.

c . For compulsory grades (Grade 1 and above), the school shall ident if y
students with unauthorized absence rates above 5% of  the total calendar 
days out lined by ADEK as a “cause for concern”.
• The school shall determine whether to ident if y the student  as being at

educat ional risk, in line with the BRS Educat ional Risk Policy.
• If  the absences lead to reasonable suspic ions of  malt reatment

(neglect ), the school shall report  this in line with the BRS Student 
Protect ion Policy.
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d. For the KG cyc le, the school shall ident if y a student 's overall absence rates
(inc luding authorized and unauthorized absences) above 10% of  the total 
calendar days out lined by ADEK, as a “cause for concern”  in line with the 
BRS Educat ional Risk Policy and/ or the BRS Student  Protect ion Policy, if  
applicable. The school shall advise the student 's parents that  persistent  
absences may have an impact  on student  learning and progression.

e. The school requires students w ith addit ional learning needs to comply
with the school's at tendance requirements as detailed above. However, 
the school shall accommodate leaves requested for medical or 
therapeut ic  reasons.

2. Ensuring At tendance Compliance: BRS out lines the procedures via
which at tendance compliance is ensured, inc luding:
a. Recording at tendance.
b. Managing absences in accordance with the guidelines issued by the

ADEK Student  Happiness Commit tee.
c . Recognizing excellent  or improved student  at tendance.
d. Report ing at tendance to ADEK daily on eSIS.
e. Safeguarding against  t ravel-related absences during periods before

school breaks by verif ying that  lesson plans enable posit ive engagement 
in product ive learning throughout  the academic year (e.g., lesson plans 
are not  designed to be “ light ”  in the last  week before the end of  the term 
in ant ic ipat ion of  student  absences).

f . Communicat ing and working effect ively w ith parents, students, and
school staff about  the importance of  good at tendance, the rules of 
at tendance, and the consequences of  poor at tendance.

3. Authorized Absences:
a. The school shall authorize the following t ypes of  absences, provided they

are supported by a signed let ter f rom parents or official documents f rom 
appropriate authorit ies:
• Illness.
• Death of  a first- or second-degree relat ive.
• Medical appointment  scheduled prior to the absence.
• Offic ial communit y task.
• Mandatory appearance before an offic ial body.
• Essent ia l urgent  family t ravel for mat ters such as medical care, escort

leave, or a death in the family.
• At tendance of  conferences, compet it ions, and events, w ith the

permission of  the Principal (e.g., Model United Nat ions, sports events, 
Olympiads).

• Work in the entertainment  indust ry.
• Observat ion of  religious holidays that  are not  defined as public  holidays

in the UAE.
• Examinat ion leave (for board and pre-collegiate examinat ions only,

when approved by ADEK).
• Study leave (up to 4 weeks annually for board and pre-collegiate

examinat ions only, when approved by ADEK).
- The school shall remain open for learning during study leave and

shall ensure that  adequate support  is provided to students 
who are not  taking leave.
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• Leave for medical or therapeut ic  reasons for students w ith addit ional
learning needs.

• Government-approved school c losures due to ext reme weather
condit ions.

• Where an absence is authorized, the school shall inform the student  of
work to be caught  up and shall allow the student  to complete any 
assignments or tests that  they have missed.

4. Punctualit y:
a. The school shall excuse students who are late in the morning in the case of

adverse weather condit ions, or any other except ional reason deemed 
appropriate by the school administ rat ion.

b. BRS has a mechanism in place to approve and manage
student  punctualit y (for instance, requiring students to register at  the 
recept ion to obtain a late pass).

c . Where a student  is late on three or more occasions within an academic
year, the school shall undertake the appropriate course of  act ion in line 
with the BRS Student  Behavior Policy.

2.2 Maintenance of  At tendance Records: BRS ensures that  teachers record
student at tendance daily and report  it  to the centralized unit  responsible for updat ing 
eSIS.

2.3 Intervent ion Mechanism for Students at  Educat ional Risk: The school is authorized to
ident if y any students w ith low at tendance as “students at  educat ional risk”.

1. The school shall work with the concerned students and their parents to
implement  an intervent ion plan in line with the BRS Educat ional Risk Policy.

3. Promot ion

3.1 Requirements: BRS has developed and implemented a Promot ion Policy, which 
out lines the following elements at  a minimum:

1. Age Requirement : BRS has set out  the age requirements for grade
placement  as per Table 1. Age Cut-Offs for Grades/ Years.

2. Mandatory Promot ion: The school shall promote all students w ith their peer
group sequent ially f rom one grade to the next  if  they fulfi ll the promot ion 
requirements for the previous year.
a. Except ions to Mandatory Promot ion: The school shall not  retain students in 
a grade in any c ircumstance, except  where a Cycle 2 or 3 student does not  
meet  the promot ion requirements as per the ADEK-approved curriculum and 
fails to make progress following intervent ions ident ified in the BRS 
Educat ional Risk Policy.

• Where a student  fa ils to meet  the object ives in their DLP but  does meet
the promot ion requirements set  out  in the ADEK-approved curriculum, 
the school shall promote them and adjust  their DLP object ives 
accordingly.

• The school is not  authorized to retain a student  in Cyc le 2 or 3 in a
certain grade more than 2 consecut ive t imes.
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• the school is not  authorized to retain any student  in more than two
different  grades during the ent iret y of  their school educat ion.

• Voluntary Grade Repet it ion: The school is  authorized to except ionally
allow a student  to repeat  the school grade/ year upon the request  of 
the student 's parents, and if  deemed in the best  interest  of  the student 
and their wellbeing.

b. If  parents request  grade repet it ion to enable the student  to improve
their grades, the school is authorized to use i ts  discret ion to make the 
dec ision.

c . The school shall obtain ADEK's approval before retaining a student .

3. Except ions for Students w ith Addit ional Learning Needs:  The school shall
consider, on an except ional basis, requests by parents of  students w ith 
addit ional learning needs for their child to be retained in their grade in Cyc le 
2/ 3. Such cases must  be considered by the school in c lose collaborat ion with 
the parents. This dec ision must  be approved by ADEK.

3.2 Support ing Students at  Educat ional Risk: Where a student  is ident ified to be at  risk of
not  being promoted:

1. The school shall abide by the requirements of  the BRS Educat ional Risk Policy.

2. The school shall not if y the student ’s parents and involve them in planning
support  and intervent ion measures.

4. Transit ion Support

4.1 BRS provides t ransit ion support  for students throughout  their educat ion
journey, which inc ludes the following stages/ phases:

1. Admissions: The school shall establish programs to support  new students in 
the school. In part icular, targeted t ransit ion support  shall be provided to:

a. Students start ing school for the first  t ime or coming f rom alternat ive early
educat ion set t ings.

b. Students t ransferring f rom specialized provision, homeschooling, or any
other t ype of  educat ional provision.

c . Students in exchange programs.
d. Students w ith addit ional learning needs in all c ircumstances, in line with

the BRS Inc lusion Policy.

2. Promot ions: The school shall develop plans to support  students w ith 
t ransit ions

between cyc les and promot ions:
a. The school shall establish targeted DLPs to support  individual students 
who have not  been promoted or who have accelerated, in line with the BRS 
Inc lusion Policy.
b. The school shall develop programs to support  students' t ransit ion between

cyc les (or other key stages defined by the school) by preparing them for 
the new environment  (in the year prior) and during their first  year in the 
new cyc le.
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3. Graduat ion and Leaving School: The school shall develop programs to support
students' t ransit ion following graduat ion or switching pathways by preparing 
them for the new environment .
a. The school shall develop support  for individual students t ransit ioning out  
of the current  school into Higher Educat ion, Technical and Vocat ional 
Educat ion and Training (TVET), specialized provision, homeschooling, and 
other non-mainst ream educat ion systems, in line with the BRS CU Guidance 
Policy and BRS Inc lusion Policy.

5. Compliance

5.1 This policy shall be effect ive as of  the start  of  the Academic Year 2024/ 25 (Fall term).
The school wil l  be fully compliant  with this policy by the start  of  the 
Academic Year 2025/ 26 (Fall term).

Approved By:

Dr. Rishikesh Padegaonkar
Principal
Bright Riders School

Next Review: AY 2026-2027
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