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Division/ Department: Administration Reference Number: DPSD/ADMN/042/2022
Policy: Notice Period Policy Issue Date: September 2022
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1. Policy Aim

The aim of this policy is to provide clarity on the notice period requirements for staff
resignations and terminations in alignment with the UAE Labour Law (Federal Decree-Law
No. 33 0f 2021), its Executive Regulations, and KHDA guidelines. This ensures continuity of
operations, fairness to staff, and minimal disruption to student learning.

2. Objectives

o To establish a consistent framework for staff resignations and terminations.

o To ensure that notice periods are calculated in compliance with UAE Labour Law.

e To protect the school’s academic calendar and ensure smooth handover of teaching and
administrative responsibilities.

e To clarify how notice periods interact with approved school holidays and leave.

3. Policy Statement

1. Standard Notice Period

o The standard notice period for all staff members is 30 calendar days, unless

otherwise specified in the employment contract.
2. Commencement of Notice Period (Article 35 Compliance)
In accordance with Article (35) of the UAE Labour Law:

o This ensures that summer and winter vacations or any approved leave are not
counted as part of the notice period. The notice period is served only during
active working days.

3. Resignation by Employee

o Employees must submit a written resignation addressed to the Principal/School
Management.

o Resignation is valid only upon completion of the notice period, excluding
summer/winter breaks.

o During the notice period, employees must:

= Complete all academic and administrative responsibilities.

= Prepare handover documents, lesson plans, and student progress records.

= Cooperate with the transition to ensure minimal disruption to students.
4. Termination by the Employer

o The school may terminate a contract with due notice in line with the
employment contract, except in cases of gross misconduct.

o Payment in lieu of notice may be made where applicable




5. Waiver or Adjustment
o Notice period may be shortened or waived only with mutual agreement in
writing between the school and the employee.
o Payment in lieu of notice will apply if either party does not serve the full period.
6. Probation Period
o Staff serving their probation period will be subject to notice requirements as per
UAE Labour Law and their employment contract.

4. Compliance and Monitoring
e The Human Resources Department is responsible for monitoring compliance.
e Any disputes will be handled in line with UAE Labour Law and may be referred to
MOHRE if unresolved.

5. Effective Date and Review

This policy is effective from 2 February 2022 and will be reviewed annually or earlier if UAE
Labour Law or KHDA guidelines are amended.




