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EMPLOYMENT POLICY

Introduction

The employment of school staff in Abu Dhabi is highly regulated to enhance the quality and
process of recruitment, engagement, promotion, professional development, and
performance management. This policy sets out the basic requirements for the employment
of staff in Abu Dhabi schools.

Purpose
+ Mandate ADEK Private Schools Staff Information System (PASS) registration and
vetting of all staff, volunteers, and invited visitors.

» Outline staff employment requirements regarding recruitment, mandatory positions,
acting/in-training status, and succession planning.

» Describe the rights and responsibilities of staff working in schools.

Policy

1. PASS Registration

1.1 Schools shall register all staff on ADEK PASS and obtain an appointment letter/work
permit for each internal/external candidate prior to their engagement.

1.2 Schools shall register all volunteers and invited visitors on PASS and obtain a work
permission prior to their engagement.

1.3 ADEK shall vet all PASS candidates against background checks and police clearance.
Candidates under investigation for student protection matters will not pass vetting until
cleared.

1.4-1.6 ADEK shall verify eligibility for core positions. Schools shall document eligibility for
non-core positions. PASS profiles shall be updated at the start of each academic year.

2. Staff Employment

2.1 Schools shall employ and promote staff based on eligibility requirements in the ADEK
Staff Eligibility Policy.

2.2-2.3 Quallifications shall be attested by the relevant authority with UAE equivalency.
Experience certificates shall be attested or disclaimed by the school.

2.4 Mandatory full-time positions: Principal, Vice Principal, Head of Inclusion, Health and
Safety Officer, Social Worker, Nurse.

2.5 Grandfathering: Staff employed before the ADEK Staff Eligibility Policy who do not meet
new requirements may continue under transitional conditions. Leadership positions must
obtain a valid educational leadership license by AY 2026/27. Teaching positions have a 1-
year renewal condition to obtain QFE 6 by AY 2026/27.
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2.6 Acting Status: Schools may appoint existing staff in an acting capacity for up to 6 months
to fill temporary gaps, except for teaching positions.

2.7 In-Training Status: Authorized for up to 2 years per position. In-training staff must be
supervised by a fully qualified staff member and may not replace the full position.

2.8 Succession Planning: Schools shall have a succession plan. In the absence of the
Principal, the Vice Principal automatically becomes Acting Principal for up to 12 months.

2.9-2.10 Staff may hold up to 3 roles with written consent. Schools are authorized to employ
juveniles under conditions specified in Federal Decree Law No. (33) of 2021.

3. Rights and Responsibilities

3.1-3.2 Employment is governed by Federal Decree Laws No. (33) of 2021, No. (18) of
2020, and No. (29) of 2006. Schools shall develop and publish an Employment Manual

covering organizational charts, recruitment, induction, performance management, leave,
working hours, salary, disciplinary actions, and Code of Conduct.

3.3-3.4 Discrimination based on race, color, sex, religion, or national origin is prohibited.
Schools shall actively encourage People of Determination to apply and provide all necessary
accommodations.

3.5-3.8 Probation shall not exceed 6 months. Staff are entitled to all leave types per UAE
labor law. Employment agreements for full-time teaching staff shall be for a minimum of 2
years.

3.9-3.10 Termination of leadership and teaching staff during the school term requires ADEK
approval. Schools shall have a clear misconduct investigation process including immediate
suspension, written investigation, and termination or reinstatement.

3.11-3.12 Schools shall have a formal annual performance management cycle. All staff shall
complete 25 hours of CPD annually at no cost to the employee.

3.13-3.16 Career progression shall be defined. Ethical obligations to staff shall be upheld.
Policies are subject to review. Schools shall provide data to ADEK upon request.
4. Compliance

4.1 Effective AY 2024/25. Full compliance by AY 2025/26. Failure to comply is subject to
legal accountability under ADEK regulations and Federal Decree Law No. (31) of 2021.

References
» Federal Decree Law No. (29) of 2006 Concerning the Rights of People with Special
Needs
» Federal Decree Law No. (18) of 2020 Concerning Private Education
» Federal Decree Law No. (31) of 2021 Promulgating the Crimes and Penalties Law

» Federal Decree Law No. (33) of 2021 Concerning the Regulation of Labour Relations
in the Private Sector

Publication

2024 (January) ADEK_School_Employment Policy_v.1.0 | Department of Education and
Knowledge, Abu Dhabi (ADEK)
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This policy replaces Policies 24, 25, 26, 28, 29, and 31 in the Private School Policy and
Guidance Manual 2014-2015.
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