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Approved Human Resources Policy at the School

* Purpose

To regulate HR practices in compliance with UAE Labour Law, ADEK regulations, and to
ensure educational continuity and continual improvement in line with ISO 9001:2015 and ISO
21001:2018.

* Scope

Applicable to all academic and administrative staff, whether on duty or on official/annual leave.
* Regulatory Framework

UAE Labour Law e

ADEK policies and directives

Approved employment contracts e

ISO 9001:2015 & ISO 21001:2018 »

* Recruitment & Appointment

Appointments are based on competence and qualifications, with full documentation and record
keeping.

* Leave Management

Leaves are managed without disrupting educational operations and do not waive core contractual
obligations unless expressly stated.

* Discipline & Professional Conduct

Professional ethics apply; disciplinary actions are fair, progressive, and documented.

* Resignation During the Academic Year or Official Leave

In accordance with UAE Labour Law, employees may submit resignation at any time, including
during the academic year or official leave. However, the acceptance and effective date are
subject to the School’s operational requirements and ADEK regulations, ensuring continuity of

education.
The School Principal may defer or decline implementation at the requested time if it




adversely affects educational continuity, student welfare, staff stability, or school operations.
Any such decision shall be justified, documented, and communicated in writing.

The School shall record the request, assess its impact, notify the employee in writing, and
enforce the contractual notice period, which continues during official leave unless otherwise
agreed in writing.

* Termination of Employment

All clearance, handover, and record-keeping requirements shall be completed in accordance with
regulations.

* Records & Documentation
HR records are maintained securely and systematically.
* Review & Continuous Improvement

This policy is periodically reviewed and updated based on audits and ADEK feedback.




