RECORDS POLICY

Effective From AY 2024/25 (Fall term) | Compliance From AY 2025/26 (Fall term)
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GB Introduction

The creation and maintenance of clear, full, accurate, and up-to-date records is essential in
enabling a school to discharge its functions effectively. In processing and storing records that
include personal data, schools are obliged to comply with UAE data protection laws. This policy sets
out the minimum requirements for schools in their creation and management of records.
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GB Purpose

+ Inform all schools of the requirements to create and maintain clear and accurate records.
* Outline requirements regarding the handling of all data recorded by the schools.
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GB 1. School Obligations & Data Privacy

1.1 Schools shall maintain clear, accurate, up-to-date, and sufficiently detailed records of the school
and various stakeholders.



1.2 School Record Management Policy shall include: types of records maintained, rationale for data
collection, storage resources and modes, staff roles and responsibilities, data protection plan,
record preservation schedule, and disposal procedures.

1.3 Data Privacy and Protection: Schools shall develop a data protection plan in compliance with
Federal Decree Law No. (45) of 2021 Concerning the Protection of Personal Data.
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GB 2. Types of Records

2.1 Student Records: Personal information, attendance, academic progress, extracurricular
participation, behavior and misconduct, documented learning plans, student protection cases, and
medical information. Preserved for at least 5 years after student leaves. Graduation records
maintained indefinitely.

2.2 Staff Records: Personal information, employment information, educational and professional
development, professional conduct. Preserved for at least 5 years and at most 7 years following end
of employment.

2.3 Financial Records: Maintained per ADEK Financial Audit and Reports Policy, in accordance with
Financial Law No. 1 of 2017.

2.4 Administrative Records: Property/facilities, HR, finance, information systems, committee
activities, inspection documents. Preserved for at least 5 years.

2.5 Governance Records: School-level governance policies, board minutes, development plans,
annual reports. Preserved for at least 5 years.
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Compliance: Failure to comply with this policy shall be subject to legal accountability and the
penalties stipulated in accordance with ADEK's regulations.
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