
[image: ]  Wales International School	Admissions, Registration and Placement Policy
	[image: ]
	MARKETING AND ADMISSIONS  ·  MA01




Admissions, Registration and Placement Policy
A fair, open and lawful way to join WIS and to stay at WIS
	Policy code
	MA01
	Version
	2.1

	Applies to
	All staff
	Date reviewed
	26 October 2026

	Regulatory basis
	ADEK School Student Administrative Affairs Policy v1.2 (Sep 2025), section 1 (1.1 admissions policy and non-discrimination; 1.2 assessments; 1.3 waiting list; 1.4 offers; 1.5 registration and documents; 1.6 enrolment and re-enrolment; 1.7 placement; 1.8 transfer); ADEK Inclusion Policy; ADEK Fees Policy (FB06); Department of Health (DoH) immunisation and medical record requirements.
	Next review
	October 2027, or earlier on any ADEK or UAE law change

	SLT lead
	Principal
	Approved by
	Senior Leadership Team (SLT)



	AT A GLANCE
▪  Open to all. WIS does not discriminate because of race, gender, disability or additional learning needs, religion, language or medical condition.
▪  Tests do not decide admission. Observation, interviews and placement tests (KG to Grade 8) only show how best to support a child.
▪  Waiting list rules are published: criteria, maximum size, how long it stays open, and it is refreshed every term.
▪  Placement is by age on the 31 August cut-off, or by the last grade completed for transfers.
▪  Existing students are re-enrolled if the re-enrolment conditions are met and fees are paid.
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DOCUMENT CONTROL
	Version
	Date
	Summary of change
	Status

	2.1
	26 Oct 2026
	Role titles made consistent: Head of School replaced with Head of Primary or Head of Secondary. Citations updated to ADEK Student Administrative Affairs Policy v1.2 (Sep 2025); Section 1 is unchanged. Class-size limits labelled as a WIS planning rule, not an ADEK limit. Added the school’s gender status (co-educational to Year 5, separate boys’ and girls’ classes from Year 6).
	Approved by SLT

	2.0
	19 Oct 2026
	Rebuilt in the WIS house style and checked against ADEK Student Administrative Affairs Policy v1.1. Replaced the old ADEK Policy 44 and Article 49 references. Removed the AED 1,000 registration fee (FB06 sets the rules), the “mild to moderate” limit on special needs, the refusal of re-registration for behaviour, and the priority for Emirati students when rated Good (not in the ADEK policy). Updated vaccination references from HAAD to DoH, the age table to the 31 August cut-off, and added offers, document rules, a published waiting list and transfers.
	Superseded by v2.1



1. Purpose and scope
This policy tells parents and staff how WIS admits, registers and places students, and how current students are re-enrolled. It follows the ADEK Student Administrative Affairs Policy and replaces the old reference to ADEK Policy 44 and Article 49 of the Organising Regulations, which no longer apply. WIS publishes this policy on its website.
2. Equal and open admission
WIS is open to all families. It does not discriminate on race, gender, special educational needs, disability, religion or belief, language or medical condition.
Gender status. WIS is co-educational from FS1 to Year 5 (Grade 4). From Year 6 (Grade 5) boys and girls are taught in separate classes. This is published on the school website and on the registration forms.
WIS welcomes students with additional learning needs and students of determination. It does not refuse a place because of a need. In an exceptional case where WIS truly cannot meet a child’s needs safely, the Principal tells ADEK and the parents in writing, with the reasons. The Head of Inclusion works with the family on a Documented Learning Plan (DLP) (SLW06).
Parents may visit the school with their child before registering. Staff answer questions honestly about the curriculum, fees and support.
3. How admission works
1.	Enquiry and visit. The Admissions Officer shares this policy, the published fees (FB06) and the registration form.
2.	Registration form and documents (section 5).
3.	Observation, interview or placement test (section 4).
4.	Decision. The Admissions Committee (Principal, Head of Primary or Head of Secondary, and the Head of Inclusion when there are additional needs) decides if there is a place.
5.	Offer letter. The letter states the date on which the offer expires. An offer may be withdrawn only if the parent does not complete enrolment by the deadline, or if admission was obtained by fraud.
6.	Enrolment. The student is registered in the school and on eSIS.
4. Assessments, interviews and placement
	Stage
	What WIS may do
	What WIS may not do

	KG, Cycle 1 (Grades 1–5) and Cycle 2 (Grades 6–8)
	Observation, an interview with the student and parent, and placement tests (English, Arabic, Mathematics). Results show the level of learning support needed. A familiarisation play day is held for KG.
	Use any assessment as a reason to refuse a place.

	Cycle 3 (Grades 9–12)
	The same, and a formal assessment of a student changing curriculum, a student from alternative provision, or a student absent from school for more than two years, to decide the grade.
	Use the assessment to refuse admission.

	Students with additional needs
	An interview with the Head of Inclusion, and the DLP and any clinical assessment report the family can provide, to plan support.
	Refuse a place because of the need.



5. Documents
Registration form with the child’s and parents’ details in Arabic and English.
Birth certificate, passport, and Emirates ID (or diplomatic card with passport); parents’ passports and UAE residency evidence. A non-UAE transfer student who does not yet have an Emirates ID may start if the parents sign an undertaking to submit it by the end of the enrolment term.
Medical records and vaccination card in line with Department of Health (DoH) requirements, with signed parent consent. The school nurse creates a DoH-compliant medical file for a new student, and obtains the records of a transfer from another UAE school.
A Transfer Certificate and the last school report for any student transferring into Abu Dhabi to Grade 2/Year 3 or above (including mid-year Grade 1). The certificate is attested where this applies.
A Leaving Certificate and report for a transfer from a government school.
The DLP and clinical assessment report, where there is one, and evidence of advanced learning, if any.
Any other document ADEK asks for.
Admission files are kept under the ADEK School Records Policy. Parent consent and information are handled under MA05.
6. Placement
New students are placed by age on the cut-off date of 31 August (September start), unless ADEK approves otherwise. Transfers are placed by the last grade completed, as shown on the Transfer Certificate. A student who has been out of school for more than two years is not placed more than two years behind their age group. DLPs are considered when placing students with additional needs.
	Section
	Grade (UAE)
	England year
	Age on 31 August

	Early years
	Pre-KG
	FS1
	3 (ADEK)

	Early years
	KG1
	FS2
	4 (ADEK)

	Early years
	KG2
	Year 1
	5 (ADEK)

	Cycle 1
	Grade 1 to Grade 5
	Year 2 to Year 6
	6 to 8 for Grade 1 (ADEK); then one year older for each grade (WIS)

	Cycle 2
	Grade 6 to Grade 8
	Year 7 to Year 9
	11 to 13 (WIS)

	Cycle 3
	Grade 9 to Grade 12
	Year 10 to Year 13
	14 to 17 (WIS)



WIS rule (not an ADEK limit): WIS plans for no more than 25 students in a KG class and 30 in a class from Grade 1 to Grade 12.
7. Waiting list
When a year group is full, WIS keeps a waiting list. The criteria are published on the website:
1.	Brothers and sisters of students already at WIS.
2.	Children of WIS staff.
3.	Families living near the school (Shamkha City).
4.	All others, in order of the date the complete application was received.
Maximum size: there is no maximum. Every eligible family may join the waiting list.
How long it stays open: until the end of the academic year, and a family may re-apply.
Refreshed at the start of every term, when the Admissions Officer contacts families to confirm they still want a place.
Families on the waiting list are offered places in the order set by the published criteria.
8. Re-enrolment of current students
The Admissions Officer sends parents a re-enrolment letter in January, with the steps and the dates. This procedure is published.
A student is re-enrolled for the next year if the re-enrolment conditions are met and the fees are paid under the ADEK Fees Policy (FB06), unless the parents choose to leave. Re-enrolment is not refused for behaviour. Behaviour is handled under SLW02.
Students must complete the immunisation schedule that DoH requires for their grade.
9. Transfers and curriculum change
Within Abu Dhabi, the sending school transfers records under the ADEK School Records Policy, and WIS updates eSIS and its own system. If a student moves to a school with a different curriculum, WIS warns parents in writing about the risks, especially for Al Thanawiya equivalency.
Roles
	Role
	Responsibility

	Principal (SLT lead)
	Chairs the Admissions Committee; reports to ADEK if WIS cannot meet a need; decides disputes.

	Admissions Officer
	Handles enquiries, documents, offers, the waiting list, re-enrolment letters and eSIS.

	Head of Inclusion
	Plans support, DLPs and interviews for students with additional needs.

	School nurse
	Checks vaccination cards and builds medical files.

	Director of Finance and HR
	Makes sure fees follow FB06.



10. Monitoring and review
Each year the Admissions Officer reports to the Principal on the number of applications, offers, waiting list size and any complaints. The Principal checks that the published policy matches ADEK’s current policy.
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