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Sharjah Private Education Authority
Policies and Procedures Manual

Policy No. (SPEA-8.1-01.0): Learners” Enrollment in Private Schools

Department/Section: Educational Operations Department/Learners Affairs Section
Issue Date: November 2022

1. Purpose

This policy aims to regulate the enrolment of teachers in private schools in accordance with
the conditions and criteria in force in the UAE.

2. Scope and Application

The scope of this policy includes private schools licensed by SPEA and it applies to the
concerned workers, in addition to the learners enrolled or who are willing to join these

schools.

3. Definitions

3.1.Enrollment: Refers to the enrollment of the learner in the private educational system
of the Emirate of Sharjah after fulfilling the required conditions.

3.2.Disenrollment: Refers to the termination of the learner’s registration from the
educational system in the Emirate.

3.3.Re-enrolment: Refers to the re-enrolment of the learner in the educational system in
the Emirate after his/her cancellation.

3.4. Absence: Refers to when the learner is absent from school for a full school day or
most of the school day.

3.5. Transfer: Refers to transferring the learner's enrolment from one school to another
within the Emirate of Sharjah.

3.6.Formal educational institutions: Refers to accredited or licensed pre-university
educational institutions in any country of the world.

4. Policy

4.1.The Learners Affairs Section in the Educational Operations Department is the
competent authority in SPEA that handles learners' enrollment applications for
private schools in the Emirate of Sharjah.

4.2.In order to accept learners’ admission in a private school in the Emirate, the following
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is required:

4.2.1.Attaining the age of admission:

Age is the main requirement for admission in the pre-kindergarten stage until
the first grade or whatever is equivalent to them.

Learners are accepted to the classes shown in the following table, upon
completion of the minimum age which is shown in front of each row, on 31
August of the year in which he/she is accepted for schools that commence their
school year in September, and March 31 for schools whose school year begins in
April:

Grade Equivalent Minimum age for admission
Pre-kindergarten FS1 3 Years
KG1 FS2 4 Years
KG2 Year 1 5 Years
First grade Year 2 6 Years

4.2.2.Completion of school certificates:

The sequence of study is the main requirement in determining the grade in
which the learner is accepted in, starting from the second grade or its equivalent
onwards, provided that it does not exceed the highest age limit permitted, as
determined by the competent department at SPEA.

Certificates of completion for acceptance to the classroom are met according to
the details in the following table:

Grade Requirement

Second to the ninth grade or its Certificate of completion of the last

equivalent grade

Tenth to the twelfth grade or its Certificates of completion for previous

equivalent grades as determined by SPEA and in
accordance with the requirements for the
equivalence of the 12th-grade certificate
which is applicable in the UAE.

4.3.Learners who dropped out of school for more than two years or those who have not
previously received education from formal institutions and whose ages are over (8)
years, will be enrolled in the appropriate grade according to their ages. Their
enrollment will not exceed the ninth grade or its equivalent according to what SPEA
decides after carefully studying the case and conducting the necessary assessments.

4.4.The

learner may move from one school to another based on the desire of his/her

parent according to the following conditions:
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4.4.1.Approval of the school to which the learner is to move to.
4.4.2 Financial clearance from the school in which he/she is registered in.

4.4.3.0btain a statement from the competent authority to equalize certificates of the
12th grade or its equivalent if the learner moves to a school that applies a
different curriculum from the curriculum of his current school, for grades 10 or
equivalent and onwards.

4.5.The learner's enrollment is canceled in one of the following cases:

4.5.1.Absence without an acceptable excuse for 10 consecutive school days or 15
separate school days during the academic year as decided by the competent
department of SPEA based on the report of the school attended by the learner.

4.5.2. Marriage.
4.6. Cancelation of the learner's registration based on his/her parent’s desire:

4.6.1.The learner's enrollment in the educational system in the Emirate of Sharjah is
canceled based on the desire of his/her parent to join another educational
system inside or outside the Emirate.

4.6.2.The school has the right to refuse the cancelation of the learner's enrollment and
refrain from handing over the necessary certificates to his/her parent if the
parent does not pay the financial dues for school.

4.7.The learner's enrollment may be reinstated in case of absence of the reasons that led
to the cancellation of his enrollment. In this case, the conditions and provisions
concerning registration shall be applied.

4.8.The private school may freeze the student's enrollment after the end of the school
year if the parent didn’t pay the school's financial dues.

5. Procedure

5.1.Learner enrollment procedures:

5.1.1. The parent applies to the school in which the learner wishes to be enrolled in
according to the a procedures of the selected school.

5.1.2. Those who are appointed in the school must review the application and
approve the learner's enrollment after ensuring that the required data and
documents are correct. After that, the learner’s data shall be entered into
SPEA’s electronic system.

5.1.3. The competent department in SPEA shall approve the learner's enrollment
through the electronic system in accordance with the conditions and
procedures in force in SPEA.

5.1.4. After the approval of the learner’s registration by the competent department in
SPEA, the concerned parties at the school shall send a notice to the parent
stating that the learner's registration has been approved and to commence the
completion of the school registration procedures.

5.1.5. A contract shall be signed between the school and the parent according to the
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approved regulations by SPEA.

5.1.6. The learner does not attend school unless his enrollment is approved in SPEA’s
electronic system.

5.2.Procedures for transferring the learner from one school to another:

5.2.1. After receiving a request from a parent who wishes to transfer the learner to
another school, the school must perform the transfer procedures of the learner
on SPEA’s electronic system.

5.2.2.1f the other school which the learner wishes to move to agrees to the transfer
request, the school must approve the learner on SPEA’s electronic system.

5.3.Disenrollment procedures:

5.3.1. The parent submits a request to cancel the learner's enrollment, stating the
reasons and justifications for the school in which the learner is enrolled in.

5.3.2. The school shall perform the cancellation procedures on SPEA’s electronic
system.

5.3.3. The school shall deliver the necessary certificates to the parent.
5.4.Re-enrolment procedures:

5.4.1. The parent submits a request to re-enroll the learner indicating the reasons and
justifications for the school he wants to be reinstated in.

5.4.2. The school shall perform a re-registration request on SPEA’s electronic system
by attaching the necessary documents.

5.4.3. The competent department of SPEA shall review the application and make the
necessary approvals.

6. References

6.1. Resolution No. 820 of 2014 on admissions and enrollment.

6.2. Resolution No. 24 of 2021 on updating the date of the enrollment age of students in
government and private schools.

6.3.Resolution No. 883 of 2019 on the system of equivalence of private school certificates.
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