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TMCG NURSERY

The Montessori Children’s Garden Nursery — Abu Dhabi
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Document TMCG-POL-AD-01

Reference

Version 1.0 — Issued August 2026

Owner Nursery Manager (Policy Custodian)

Review Cycle Annually or upon regulatory change

Applies to All parents, staff, contractors and

volunteers
Bilingual controlled document ¢ English left

This policy sets out the standards under which The
Montessori Children’s Garden Nursery — Abu Dhabi (TMCG)
admits, enrols and places children in its early-years
programme. It establishes a fair, non-discriminatory and
transparent process that provides equal opportunities for
every child, regardless of nationality, ability, religion or
background.

Regulatory and Internal References

ADEK EEI Admissions Policy, v1.0 — September 2024.

Federal Decree-Law No. 51 of 2022 Regulating Nurseries
(Article 9).

Federal Decree-Law No. 3 of 2016 Concerning Child Rights
(Wadeema).

Federal Law No. 29 of 2006 Concerning the Rights of
Persons with Disabilities, as amended.

Federal Decree-Law No. 45 of 2021 Concerning the
Protection of Personal Data.

Federal Decree-Law No. 31 of 2021 Promulgating the Crimes
and Penalties Law, as amended.

UAE Ministry of Education Regulatory Compliance Manual
for Early Childhood Institutions (2020).
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Regulatory and Internal References
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Abu Dhabi Department of Health (DOH) Immunisation
Standards.
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TMCG Inclusion, Fees, Child Pick-Up Authority, Settling-In,
Infection Prevention, Medication, Child Protection &
Safeguarding, and Physical Environment policies.
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ISO 9001:2015 and ISO 45001:2018 requirements for
controlled records.
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Commitment
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TMCG shall not refuse admission to a child on any

ground other than full enrolment capacity or an ADEK-
approved inability-to-accommodate notification. Every
family receives the same information, forms and terms.

S ] ST

Child

Early Education
Institution (EEI)

Admission

Enrolment

Placement

Key Group

Additional Learning
Needs (ALN)

Gifted & Talented

A person under four years of age
under Federal Decree-Law No. 51 of
2022. TMCG admits children from
one day old to under four years.

Any ADEK-licensed institution
offering early-years services,
including TMCG.

The process by which a parent
applies to TMCG to enrol their child.

Formal registration in TMCG or its
activities after admission is
confirmed.

Assignment of a child to a suitable
key group in TMCG.

The nursery equivalent of a class: a
group of children with an early-
education educator and supporting
team.

Individual requirements for support,
modifications or accommodations for
children of determination, children
with special educational needs, or
children facing permanent or
temporary barriers to learning or
access.

Children who demonstrate
exceptional ability in one or more
areas, or who translate giftedness
into exceptional performance.
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Inability-to-
Accommodate
Notification

The evidence-based ADEK process
followed when TMCG cannot
accommodate a specific child.
Evidence may include medical or
clinical reports, observations,
adapted assessments and physical-
environment evidence.

Management The Nursery Manager (EE Director),
the deputy, and any staff member to

whom specific authority is delegated.

Staff People employed by TMCG under a
paid contract, regardless of the mode
of employment.

eSIS ADEK's Electronic Student
Information System. TMCG registers
every enrolled child and records ALN
details in the ALN module.

Data Controller The Nursery Manager, responsible
for lawful processing and secure
storage of admission records.
Terms & Conditions The parent contract accompanying
enrolment, including fees, sessions,
cancellation terms and consents,
with reference to the TMCG Fees

Policy.
3. Admission Criteria & Process

3.1 Fair, Non-Discriminatory and Transparent
Approach

TMCG operates an open admission process and does not
deny a child admission on the basis of nationality, ability,
religion or background. Applications are processed in order of
receipt, subject to space availability.

Equality and Wadeema: TMCG upholds Federal Decree-
Law No. 3 of 2016 and admits every child irrespective of any
protected characteristic.

Rights of Persons of Determination: A child with ALN shall
not be denied a place when TMCG can accommodate the
child in the appropriate age group. Refer to the TMCG
Inclusion Policy.

Immunisation: Admission is not withheld solely because the
vaccination record is incomplete. Required doses must be
completed during the enrolment year in accordance with
DOH requirements.

Parents declining vaccination: The admission decision is
referred to ADEK and DOH for review before enrolment is
completed.
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3.1 Fair, Non-Discriminatory and Transparent

Approach
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Priority when demand exceeds capacity: (1) siblings of
currently enrolled children; (2) children of TMCG staff; (3)
returning families; (4) remaining places in order of

application.

3.2 Age Guidelines & Capacity

TMCG admits children from one day old to under four years
of age at enrolment. Space for each age band is managed
against licensed capacity and reviewed monthly by the
Nursery Manager. Full-time and part-time attendance are
offered subject to availability and are stated on the
registration form and official website.

3.3 Admission of Children with Additional

Learning Needs
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Every applicant with identified ALN is referred directly to the
Nursery Manager, who assesses how best to accommodate
the child in consultation with the parent and, where relevant,
the child’s clinician. ALN details are recorded in the eSIS ALN
module. If accommodation remains unfeasible after all
reasonable adjustments, an inability-to-accommodate
notification and evidence pack are submitted to ADEK. Next
steps are discussed with the parent under the TMCG

Inclusion Policy.

3.4 Standard Admission Journey - 7 Steps

R R ) R ]

Step 1 - Enquiry

Step 2 - Tour

Step 3 - Registration
Application

Step 4 - ALN
Screening

Step 5 - Placement
Offer

Step 6 — Contract &
Payment

Step 7 - Enrolment
on eSIS

Parent enquires through the website,
by telephone or in person; the
enquiry is logged on Form F-01.

Parent visits the nursery, meets
management and tours the facilities.
The tour and consent to proceed are
recorded.

Parent submits Form F-02 with the
initial supporting documents.

Where ALN are identified, the child is
referred to the Nursery Manager
under section 3.3 and the Inclusion
Policy is activated.

TMCG issues an offer letter stating
the age group, sessions, fees and
start date.

Parent signs the Terms & Conditions
(Form F-03) and pays fees in
accordance with the Fees Policy.

The child is registered on eSIS by
management and the file is moved to
the active-records folder.
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4. Registration Documents & Information

Jrzuuilly Jogaill dunlpnw

bl - ) suiisall Jlabl dsg) &l

Jasuwdl Olegleog Wilaibiwe 4

Before a child begins attending TMCG, the following
documents must be collected and verified by the Nursery
Manager. Missing documents are recorded on Form F-04
(Documents Checklist), together with their due dates.
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A. Basic Registration
Details

B. Official Documents

C. Terms &
Conditions

D. Health Documents

E. ALN
Documentation

F. Other Relevant
Information

Re-enrolment Cycle

Full name in Arabic, if available, and
English; date and place of birth;
nationality; current and permanent
address; parent information;
emergency contacts.

Emirates ID for child and parents;
valid passports and visas; birth
certificate; passport-size
photographs.

Parent contract signed by the parent
or guardian; fee schedule under the
TMCG Fees Policy.

Completed immunisation record;
medical history and allergy form;
medication authorisations, if
applicable.

Relevant clinical assessments,
previous individual education plans,
advanced-learning plans and any
required provisions.

Dietary requirements; pick-up and
drop-off arrangements; allergies;
parental consents for photographs,
CCTV, off-site activities, first aid and
other applicable matters.

TMCG re-enrols existing children annually at the start of
each academic year, with documents verified each term.

Parents receive Form F-08 (Re-enrolment) 60 days before

the end of the term.

5. Records, Data Protection & eSIS

5.1 Official Registration on eSIS

TMCG officially registers every child on ADEK'’s Electronic
Student Information System once enrolment is confirmed.
Records are updated at each re-enrolment, and ALN details
are entered in the relevant eSIS module.
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6.1 Roles & Responsibilities
N

Deputy Manager / First point of contact for parents;

Admissions Officer manages enquiries, tours,
applications, checklists and
operational eSIS steps.

Key-Group Educator Contributes to settling-in assessment
and reports observations relevant to

placement or ALN.

Finance Issues fee plans and receipts under
the Fees Policy and reconciles
admission with payment.

Parents Provide accurate and complete

documents; disclose ALN, allergies
and medical conditions; sign the
Terms & Conditions and required
consents.

6.2 Training

The Nursery Manager, Admissions Officer and Finance staff
complete an annual internal briefing on this policy, eSIS
operations, personal data protection, Wadeema, ALN
screening and priority rules. Attendance is recorded on Form
F-09 (Admissions Training Log).

6.3 Review & ISO

The Nursery Manager reviews this policy annually or
immediately after any regulatory change. Findings from
monthly Admissions Compliance Audits (Form F-11) inform
corrective and preventive actions under the ISO 9001:2015
quality management system.

6.4 Non-Compliance

Failure to comply with this policy may result in legal
accountability and the penalties stipulated in ADEK
regulations, without prejudice to penalties under Federal
Decree-Law No. 31 of 2021 or any other applicable law.
ADEK reserves the right to intervene if TMCG is found to
be in breach of its obligations.

Effective date: Academic Year 2024/25 (Fall term).
Full compliance: Academic Year 2025/26 (Fall term).

Document Control Statement

This bilingual edition has been proofread for language,
translation, right-to-left Arabic order, print layout and
consistent internal references. In the event of an
interpretation issue, management should verify the
controlling regulatory text and the nursery’s approved
controlled copy.
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