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United Private School (UPS) Admission Policy

1. Purpose

This Admission Policy ensures that United Private School (UPS), Al Ain, maintains a fair,
transparent, and inclusive admission process in accordance with the Department of Education
and Knowledge (ADEK) regulations. The policy applies to all new and returning students for
Academic Year 2025-2026 and beyond.

2. Guiding Principles

¢ Non-Discrimination: Admission decisions are made without discrimination based on gender,
nationality, race, religion, disability, language, or learning needs.

e Transparency: All admission procedures, timelines, and required documentation are clearly
communicated on the school website and admission portal.

e Inclusivity: Students of determination and those with additional learning needs are welcomed
and supported in line with ADEK’s School Inclusion Policy.

e Fair Access: The school ensures that students are placed in the correct grade according to age
and academic equivalence, as per ADEK’s Age Cut-Off Table.

3. Admission Procedures
3.1 Application Process

e Applications are accepted throughout the year, subject to seat availability.
e Parents/guardians may apply through the school’s admission office or online admission form.
e The following steps are followed:
1. Submission of Application Form
Document Verification
Placement Assessment (if required)
Approval by Admission Committee
Offer of Admission and Fee Payment
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3.2 Required Documentation
Parents must provide:

Completed Admission/Registration Form

Copy of the student’s passport and Emirates ID

Copy of birth certificate

Copy of parent(s)’ passports and Emirates IDs

Medical records (vaccination card and health form signed by a DoH-licensed physician)
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Transfer Certificate (attested if applicable) for Grade 2 and above

Report card or student performance report from the previous school

Clinical Assessment Report (if applicable) for students with additional learning needs
Documented Learning Plan (DLP) (if applicable)

0. Undertaking form if Emirates ID is pending

3.3 Admission Assessments

For Kindergarten and Cycle 1, students may be assessed through observation or informal
interviews to determine developmental readiness.

For Cycle 2 and 3, assessments may be used to determine grade placement and support
needs.

Admission tests are not used to deny admission, but to identify appropriate learning support
levels

4. Age and Grade Placement

Students are placed according to ADEK’s age cut-off table (31 August for September-start schools):

‘ Grade HMinimum Age by 31 August‘
‘ Pre-KG / FS1 H 3 years ‘
| KGI/FS2 || 4 years |
‘ KG2/Year 1 H 5 years ‘
‘Grade 1/ Year ZH 6 years ‘

Placement exceptions require ADEK approval.

5. Enrollment and Re-enrollment

Enrollment: New students may be enrolled any time before the ADEK enrollment cut-off
date, subject to space and document completion.

Re-enrollment: Current students are automatically re-enrolled if all fees are settled and no
withdrawal notice is submitted.

Seat Reservation: A non-refundable registration/re-enrollment fee (as per ADEK-approved
UPS Fee Structure 2025-2026) must be paid to confirm the seat

UPS Fee Structure 2025-26
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6. Waiting List Policy
If applications exceed available seats:

e Priority is given to siblings of existing students, ADEK staff children, and returning students.
e The waiting list is updated each term and operates on a transparent, first-come-first-served
basis.

7. Withdrawal and Refund Policy

e Parents must submit a written withdrawal request to the admission office.
¢ Refunds follow ADEK’s School Fee Policy:
o Before the academic year begins: Full refund of tuition fees (excluding
registration).
o During the first month: One month’s fee charged.
o During the second month: Two months’ fees charged.
o After the second month: Full term fees charged.

8. Inclusion and Additional Learning Needs
UPS provides equal learning opportunities for all students:

e Parents must disclose any special educational needs during application.

e The school will create a Documented Learning Plan (DLP) or refer to the existing plan to
support individualized needs.

¢ In cases where UPS cannot meet a student’s needs, the school will notify ADEK and parents
formally as per the Inability to Accommodate procedure.

9. Transition Support
UPS ensures smooth transitions for:

e New students through orientation and buddy programs.

e Cycle transitions (e.g., KG to Grade 1, Grade 5 to 6) through bridge programs.

e Graduating students through university and career guidance in line with ADEK’s Career
Guidance Policy.

10. Compliance
This policy complies fully with:

¢ ADEK Student Administrative Affairs Policy v1.2 (2025)
¢ ADEK School Inclusion Policy

e ADEK School Fee Policy

e ADEK School Records and Reporting Policy
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Non-compliance with these provisions will result in ADEK intervention and possible sanctions.

11. Publication

This policy is published on the United Private School website and available in both English and
Arabic for parents’ reference. It will be reviewed annually to ensure ongoing compliance with ADEK

updates.
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