>

almaharat
PRIVATE SCHOOL

ablall Obleell dwino
MANAGED BY

Student Administrative
Affairs Policy

UPDATED BY LAST PUBLISH DATE NEXT REVIEW
Head of Inclusion,
Wellbeing and April 2026 Yearly
Safeguarding




Ethos

At Al Maharat Private School, effective student administration promotes safety, consistency, wellbeing and
smooth daily school operations. Clear administrative systems help students to be admitted fairly, supervised
appropriately, recorded accurately and managed consistently throughout the school day and across their
time in school. This policy reflects the school’s duty of care and its commitment to organised, reliable and
safeguarding-aware practice in line with ADEK requirements and UAE expectations.

The school reserves the right to determine and apply administrative processes in line with policy,
safeguarding responsibilities and professional judgement.

Scope

This policy applies to all students and to the administrative processes that underpin daily school life and the
wider student journey. It covers key operational arrangements including enrolment, attendance, school
routines, supervision, dismissal, uniform, readiness for learning, student records, communication with
parents and oversight of administrative systems.

Student Lifecycle

Student administrative affairs begin at admission and continue through enrolment, attendance, daily
participation, progression, transition and, where relevant, transfer or withdrawal. Admissions are managed
through the APS Admissions Policy, which sets out the school’s fair, inclusive and transparent process,
including year placement, document review and transition planning. Attendance and punctuality are
governed through the APS Attendance and Punctuality Policy. Ongoing student management includes
accurate record keeping, communication with families, supervision arrangements, readiness for learning and
transition between year groups or stages of education.

Attendance and School Timings

Regular attendance and punctuality are essential to continuity, learning, wellbeing and safeguarding.
Students are expected to attend school on time, every day, unless there is an authorised reason for
absence. The school monitors and records attendance, lateness and absence through its administrative
systems and follows up concerns in line with the Attendance and Punctuality Policy. School timings,
registration routines and dismissal arrangements are communicated clearly to families and must be followed
consistently.

Daily Routines and Supervision

Students are expected to follow the school’s daily routines in a calm, orderly and respectful manner. This
includes arrival, registration, movement between lessons, break and lunchtime routines, and the end of the
school day. Staff are responsible for maintaining appropriate supervision across classrooms, corridors,
shared spaces and transitions so that students remain safe and supported throughout the day.
Administrative arrangements and supervision systems reduce risk, protect learning time and maintain
orderly school operations.

Student Movement and Dismissal

Safe drop-off, movement and dismissal are essential parts of student administration. The school operates
clear arrangements for arrival and end-of-day collection, including authorised collection procedures and
dismissal systems appropriate to students’ age and stage. Students may leave the site only through agreed
arrangements, and any change to collection must be communicated to the school in advance and approved
where appropriate. These systems maintain safeguarding, supervision and accurate handover at the start
and end of the day.



Uniform and Appearance

Students are expected to attend school in the correct uniform and present themselves in a neat, appropriate
and school-ready manner. The APS Uniform Policy sets out detailed expectations; this policy does not
repeat them. Uniform promotes equality, belonging, school identity and the easy identification of students on
site, which also contributes to safety and security. Where concerns arise, the school will follow up with
parents in a clear and supportive manner through partnership and appropriate follow-up in line with school
expectations.

Student Equipment and Readiness

Students are expected to arrive ready for the school day with the necessary school bag, books, stationery
and any other required materials. Being equipped for learning encourages independence, organisation and
full participation in school life. Parents are expected to help maintain readiness for learning by ensuring that
students come to school prepared and able to engage with the day successfully.

Student Records and Data

The school maintains student records securely and accurately in line with ADEK requirements, eSIS
expectations and the ADEK School Records Policy. Administrative records include enrolment information,
identity documents, attendance records, transfer documentation, medical information and other core student
data required for lawful and effective school administration. Access to student information is limited to
authorised staff and managed in accordance with confidentiality, safeguarding and data protection
expectations. Records are updated as needed to maintain accuracy across the student lifecycle.

Communication with Parents

Clear and structured communication with parents is an essential part of effective student administration. The
school uses official communication channels to share important information relating to attendance, lateness,
dismissal, documentation, uniform, school routines and other administrative matters. Parents are expected
to use these channels when reporting absence, notifying the school of collection arrangements or
responding to administrative requests. Consistent communication enables accuracy, safety and efficient
daily operation.

Alignment with Other Policies

This policy should be read alongside the following APS policies, which govern specific areas of student
management in greater detail:

Admissions Policy

Attendance and Punctuality Policy

Uniform Policy

Behaviour Policy

Safeguarding Policy

Child Protection Policy

Extracurricular Activities and Events Policy

Where a matter falls under one of these policies, that policy will apply. This document provides the
operational framework that connects these systems rather than replacing them.

Monitoring and Implementation

Implementation of this policy is overseen through school leadership, administrative systems and consistent
staff practice. Leaders and relevant administrative staff review the effectiveness of enrolment systems,
attendance recording, student data management, daily routines, dismissal arrangements and parent



communication. This maintains consistency across the school and helps administrative processes remain
clear, safe and aligned with safeguarding and wellbeing expectations.

Review
This policy is reviewed annually, or sooner if required by changes to ADEK regulations, UAE requirements

or school practice. Review will consider the effectiveness of student administrative systems, alignment with
linked policies and the needs of the school community.
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