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GENERAL
Thank you for your interest in enrolling your child at one of our Raffles International School (RIS)
Nurseries, Dubai, UAE. This Welcome Pack contains general information about the nurseries as well as
details of the procedure to follow in applying for admission at RIS. If you have any questions that are not
answered, please feel free to contact our Admissions Office at:
RAFFLES INTERNATIONAL SCHOOL
UMM SUQEIM 3, STREET 20
Tel: +971 4 4271241
Email: nurseryadmissions@rafflesis.com
Website: www.rafflesis.com

ADMISSION CRITERIA
We welcome new registrations throughout the academic year. However, most students commence their
studies at the beginning of the academic year in September. Assessment of the student may be carried out
prior to admission depending on the age. Students of any nationality, belief or race who have been so
assessed would be admitted based on available spaces.
In the absolute discretion of the School, priority could be given to children of the staff of the School or
where there are siblings already studying in the School. The School will endeavour to admit the students in
the nursery of their choice.
All admission decisions of the School are final.

ADMISSION PROCESS – OVERVIEW
Initially a fully completed online application must be submitted. This can be completed, for the nursery of
your choice at www.rafflesis.com. Following your submission, our Admissions team will contact you
regarding the availability of a place for your child and will advise you of the full admission process.

ORIGINAL DOCUMENTS
The following original documents and supporting copies must be provided to secure the student’s place.









One copy of the student’s and parents’ current and valid passport
One copy of student’s and parents’ current and valid UAE residence visa
One copy of the student’s birth certificate (in English or Arabic)
One copy of the student’s Emirates identification card
Four (4) passport sized photographs (colour) of the student
Latest copy of the student’s Medical Immunisation Record
Completed and signed copy of the Clinic and Permissions Pack
Signed copy of the Terms and Conditions

Note: Applications will not be confirmed until all information and payment of the appropriate fees
have been received.
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AGE GUIDELINES
As students join RIS from countries and educational systems around the world, the exact age requirements
for each year group varies. The final decision on the class a student is to join will be dependent upon the
admission interview, and if necessary an assessment, at the time of application. Children must be fifteen
(15) months and less than four years old at the time of registration at the start of the year. If children are
assessed as developmentally ready for being promoted to the next age grouping during the academic year,
the recommendation for promotion will be discussed with the parent at the time and promotion will take
place after receiving parental approval.

ADMISSION PROCESSING
The time required to process admission applications varies from a few days to a few weeks depending on
the documentation required/provided, necessary assessments and approvals.
Nursery students and parents are required to meet with the Vice Principal to assess the child’s suitability
and degree of readiness to start at nursery. Where appropriate, the child’s report from his/her previous
setting might be required.
Please note that we are unable to provide for children with special needs/disabilities. Where requests are
made, they will be decided on a case by case basis.
RIS accepts applications throughout the academic year for the current and future academic years.
Acceptance for the current academic year will be dependent on the places available at each nursery at the
time of application. New applications for each new academic year will be re-confirmed after the reenrolment process for returning students is completed and the final conditions for admission have been
determined. This will usually be completed by the end of March before the commencement of the new
academic year in September of that year.

ADVANCE REGISTRATION
Raffles International School accepts advance registration for the following two academic years ahead of the
current academic year, subject to available places for the age and in the relevant academic year. Such
registration, if accepted, will require a one-time payment of prescribed non-refundable registration fee.

FEES PAYMENT
All fees must be paid prior to a student starting at RIS. If the fees are to be paid by an employer, our
finance team will provide the parent with an invoice for which the employer will have to provide payment
as per our Terms and Conditions. Students will not be allowed access to the nursery until full payment of
the fees has been received. Full details of our fees can be found on our website.

PERMISSION FORMS
Before the student arrives at RIS, all permission forms contained in the Clinic and Permissions Pack must
be submitted to the nursery’s Vice Principal. In addition, a signed copy of our Terms and Conditions must
also be received. This will help us serve the student in the days and months to come.
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MONTESSORI PROGRAMME
MONTESSORI METHOD AND PHILOSOPHY OF EDUCATION
This method is child-centred and an individualized way of assisting children to develop their individual
abilities and potentials. This method was possibly the first that was founded on the concept of educating the
‘whole child’. The method provides social, emotional and physical, as well as cognitive development.
Montessori children are often described as self-directed, courteous, and joyful with a true love for learning.

KEY CHARACTERISTICS OF THE MONTESSORI PREPARED ENVIRONMENT












The teacher has an unobtrusive role in the classroom.
The environment and method encourage self-discipline.
The instruction is mainly individual one-to-one.
There is a mixed-age grouping which encourages children to teach and help each other.
The children choose their own work and set their own learning pace.
The child discovers concepts from self-teaching materials and is allowed to work as long as he/she
wishes on a chosen activity.
The child discovers errors from the materials, which are self-correcting.
The teacher recognizes each child's ‘sensitive periods’.
The child can work where he/she chooses, move around and talk at will, yet not disturb others.
Multi-sensory materials for physical exploration are available.
The child reinforces his/her own learning by repetition of work and internal feelings of success.

AREAS OF THE MONTESSORI CURRICULUM
PRACTICAL LIFE
The Practical Life section is the most important area in a Montessori classroom. It is through these materials
that the child develops the self-confidence, control and concentration essential for mastery of the other more
advanced areas of a Montessori class.
Children will be naturally drawn to this area because these materials are most familiar to them. This
familiarity also serves to provide the children with a feeling of security and well-being. The activities will
contain objects and materials that are normally encountered in the everyday living experiences of the
children's culture. Many of them are fundamental activities that children need to master to be able to live
comfortably in the real adult world. Most of the activities of Practical Life will fall into four main
categories: grace and courtesy, care of self, control of movement, and care of the environment.
Purposes of Practical Life activities:





To develop and perfect muscle control and coordination through organization of movement.
To develop a sense of physical and mental order through exactness in use of objects and working in
definite sequence.
To develop understanding through control of the environment resulting in a sense of dignity and
self-confidence, joy in completing tasks, and generation of social feeling among children.
To develop concentration and persistence through focusing of attention on work, thus allowing
independence and self-reliance to be achieved.

Page 3 of 13

RAFFLES INTERNATIONAL SCHOOL (NURSERY)
Welcome Pack




To establish the procedure for choosing work and returning materials to their proper place on the
shelves.
To establish respect for other's work by learning that materials are never taken from another child
but only from the shelves.

SENSORIAL
The Sensorial materials help the child to become aware of detail. Each of the activities isolates one defining
quality, such as colour, weight, shape, texture, size, sound and smell. It is in this area that math concepts are
first introduced and internalized.
The primary purpose of the Sensorial activities is to help the child in his/her effort to sort out the many and
varied impressions given by the senses. They help to do this in four ways: they are specifically designed to
develop, order, broaden and refine sense perception. The activities identify a single quality, reveal a range
of small differences in the quality and explore patterns in those differences. The child's understanding of the
world is ‘broadened’ when the Sensorial activities awaken certain sense experiences that were previously
unexplored, such as the feel of shapes or the smell of spices. They allow the child to experience and
concentrate on particular qualities in perfect clarity and isolation.
The Sensorial activities also provide the child with basic skills needed for mathematics work, including
calculation of amount, discrimination among similarities, repetition, set recognition and recognition of
progression in a series. Most of the Sensorial materials provide the child with experiences in more than one
of these skills.

LANGUAGE
The Language area contains many learning opportunities such as:






Learning the shapes and sounds of the letters
Perfecting the fine motor skills for writing
Vocabulary development
Matching of words and pictures
Reading development - reading word lists, sentences, stories

The development of language in early childhood classrooms is an umbrella for the entire Montessori
curriculum. Language learning occurs most profoundly in the moment-to-moment life of interactions within
the classroom. Children learn to listen, speak, and later to write and read. A balanced environment, one that
is open yet not chaotic or inappropriate, is the most conducive to language learning. Activities related to the
development of early-literacy skills greet young children when they visit the Language area of a Montessori
classroom. These activities include opportunities for young children to expand vocabulary, listen carefully
to common sounds, and look carefully to find likenesses and differences among objects and pictures.
Matching sets of objects, learning the names of household tools, unusual fruits and vegetables and
geometric shapes are other activities which build language and early literacy skills and will be found in a
Montessori classroom. Dr. Maria Montessori personally developed only three language materials for the
early childhood classroom: the metal insets, the sandpaper letters, and the moveable alphabet. However,
they have proven astoundingly effective. In fact, educators outside of Montessori have recognized the
effectiveness of these materials and have created similar activities now being used in a variety of early
childhood settings.
In Montessori classrooms, teachers incorporate both phonetic and whole-word strategies. To meet the needs
of all children, teachers need to use a variety of strategies.
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MATHEMATICS
By using concrete materials during the early years, the child can learn the basic concepts of mathematics.
Montessori education provides many materials to develop mathematical skills. Through the early Sensorial
activities, an understanding of qualities foundation has been laid for the child. In addition, the Montessori
child is introduced to the required skills for mathematics by many aspects of both the Practical Life
activities and the Sensorial activities.
Mathematics activities are organized into five groups: introduction to numbers, introduction to the decimal
system, introduction to tens, teens and counting, arithmetic tables, and abstraction. The mathematics work
proceeds as in all Montessori learning, from the most concrete to abstract, as the child is ready.

CULTURAL STUDIES
Montessori saw that young children were full of curiosity and loved exploring new things for themselves.
She also saw that they wanted to explore things in increasingly complex ways. She therefore tried to find
ways to help them understand the world beyond their own environment. She developed a wide range of
beautiful materials that allowed children to gain an appreciation of biology, geography, simple science and
history. Each of these areas then allowed the children to explore and experiment with concepts such as
metamorphosis, life cycles, land formations, the planets and time lines. Montessori children frequently
astonish adults with their in-depth knowledge of the subjects they are studying.

ART AND CREATIVITY
Montessori felt that is very important for children to be allowed to express themselves freely. She was
aware, however, that they are very often frustrated by the fine motor skills they need for such things such as
cutting and gluing. She therefore developed many indirect activities that help children develop the
necessary abilities. The Montessori environment is full of opportunities to experiment with different and
exciting materials. Whether involved in painting, singing, playing instruments or dancing, children are
allowed to be individuals, free to express their feelings and emotions and free to enjoy the rich worlds of
movement, sound, colour and sensation.

DAILY ORGANISATION AND ROUTINES
PARENT COMMUNICATIONS
Our notice boards are regularly updated with any issues which need to be brought to the immediate attention
of parents. Equally regular e-mails are sent out. Our monthly newsletter which is available on our website
www.rafflesis.com provides a review of previous activities, a guide for the upcoming topics and events and
articles of general news and interest. Please take time to read this as it is both advisory and informative.

PARENT TEACHER CONFERENCES
A parent/teacher conference is held twice a year in the first and second term to give parents a formal
opportunity to discuss your child’s progress with the class teacher. In addition, further detail of each child’s
progress is conveyed to parent thorough written reports at the end of the first and third terms.
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Equally, the nursery staff and Vice Principal have an open door policy and are available to parents and
visitors at all times dependent of course on the needs of the nursery’s daily operation.

PARENT INVOLVEMENT AND EVENTS
In order to promote good relationships with all parents, we provide opportunities for parents to become
actively involved in the life of the nursery by attending and helping at the many events held during each
academic year and volunteering to provide help where required.
We encourage all parents and their children to be involved in the events we organise each academic year. In
particular, those organised to celebrate UAE national and cultural events.

ACADEMIC CALENDAR
The Academic Calendar is produced before the start of each academic year. This provides parents with
details of the year’s events.

COMMENTS AND COMPLAINTS
In the first instance, any comments or complaints should be raised directly with the Vice Principal at the
nursery. This can be done in person, via e-mail or telephone. Alternatively, you may provide these in
written form and place in our Parent Comments Box – this information can be named or be left anonymous
if so wished. However, named comments are preferred as we would then be able to provide any parent with
personal feedback. An initial response to named feedback will be provided within 48 hours. More detailed
information, if required, will be provided within one week.
If a parent is unsatisfied by the response they receive to any comment or complaint they are free to contact
the nurseries’ Principal direct. She can be contacted on 04 427 1466 or via e-mail at nidao@rafflesis.com.

NURSERY TIMINGS
Normal timings for the nursery are 8:00 a.m. until 2:00 p.m. and extended day timings are 8:00 a.m. until
4:00 p.m. Children should be in their class by 8:30 a.m. – dropping off after this time can be disruptive to
the flow of the classes. Please pick up your child promptly at dismissal time. Very young children gain
security by being picked up at the same time every day.
An early pick up at 12:30 p.m. is recommended for our toddlers and younger students who require a nap
around this time. All children are welcomed personally by their classroom teacher and we encourage
parents to allow children to walk to their classroom independently.

POLICIES & PROCEDURES
Raffles Nurseries have several Policies and Procedures in place which include all aspects of Child Health,
Safety and Protection. These Policies and Procedures are kept in a file in the Vice Principal’s office should
you wish to take a look.
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STUDENT DROP OFF/PICK UP/EMERGENCIES
Children may only leave the nursery at the end of the day with their parent, or authorized persons (e.g.
nanny or driver or emergency contact adult). The appropriate authorization form should be completed and
signed. Should you wish to make an alternative arrangement, you should inform the Vice Principal before
12 noon.
If a child is not collected by the due time, the nursery Vice Principal will contact the parent by telephone to
follow up on the situation. If a parent is not contactable, the emergency contact will be informed of the
situation and a decision reached on the best care of the child until such time as the parent is contactable.
The child will be cared for by a member of the nursery staff until the situation is resolved.
In an emergency situation, such as an unexpected serious family illness or car accident, children can be
welcomed into the nursery from 7:30 a.m. once the nursery staff have arrived for duty.

TRANSPORTATION
Currently, a transportation service to and from select communities is available through an outside provider.
Parents need to remain vigilant about safety when dropping and collecting their children from nursery.
Parents are advised to drive slowly and carefully in the nursery proximity and within the car park area.

SECURITY AND SAFETY
Great care should be taken when escorting children from the car park to the nursery itself and please ensure
that a tight hold is kept on the children to prevent any accidents.
Student swipe cards will be issued to all our new students so please remember to ensure that your child
swipes their card as they arrive and leave each day. It is important for security purposes that your child
swipes in and out daily.
There is a security guard permanently located on site during school hours. The guard is responsible for
signing in/out procedures, locking and unlocking the premises and maintaining general order. No
trespassers are permitted. The premises are equipped with closed circuit cameras to ensure students’ safety
and security at all times.
All visitors who enter the nursery must wait at the waiting area to be greeted by the Vice Principal and sign
in a visitor’s book. Any visitors must provide valid identification before being allowed to enter the
premises beyond the reception area.
CHILD PROTECTION/SAFEGUARDING

It is our belief that children’s overall welfare and protection are paramount and parents should be aware that
we have a policy on Child Protection in place. The nursery Vice Principal is the Designated Person or the
named staff member responsible for Child Protection. Any concern about a child’s welfare will be first
raised with the Vice Principal. We endeavour to be sensitive to all involved in any child protection issues.

ATTENDANCE
Consistent attendance is very important for proper progress throughout the nursery school year. It
contributes to a sense of well–being in the children and they settle into a routine quickly when they attend
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the nursery on a regular basis. Habitual attendance also helps the children develop friendships within their
environment. Parents are urged to ensure that their children attend the nursery regularly.

ABSENCES
If your child is going to be absent please contact the Vice Principal. If you anticipate a period of extended
absence, please notify the Vice Principal in writing.

PARENTAL ABSENCES
Should you anticipate being away from home for an extended period, the Vice Principal should be informed
of this absence in writing. This must include the name of the adult who will be assuming responsibility for
the child’s welfare during the absence.

SNACK AND LUNCH
As normal nursery hours for the children are from 8 am – 2 pm, they will have access to both a morning
snack and lunch. All snacks are provided by the parent. An option of a cooked lunch provided by the
nursery is offered at an extra charge. As an alternative to the cooked meal, parents may provide a packed
lunch for their child. Whichever option is requested, all children must be supplied with a water bottle for use
throughout the day.
The nursery follows a ‘healthy eating’ policy and all classes are nut, chocolate, crisp and ‘fast food’ free.
We recommend fruit, yoghurt, sandwich or crackers and a healthy beverage (milk, or juice). These should
be packed in a lunch box that is clearly labelled with the child’s name. Please do not send items that require
refrigeration or heating. To keep packed lunches cold, a re-freezable ice pack should be inserted into the
box to prevent any unacceptable levels of deterioration of food.

SETTLING IN POLICY
For the first few days of the settling in process, it is preferable for you to be available on the premises or
nearby as your child will need to gradually build up to full nursery hours. However, we encourage parents
to proceed with the separation process as soon as it is deemed suitable for your child.
Each child will respond differently to the adventure of ‘going to school’, so the teaching staff is trained to
observe and facilitate the process. The average separation time is one week, but it may be longer or shorter,
depending on the individual child. Parents and staff will be in communication daily, so that all your
questions can be answered on a timely basis.

CLASSROOM MANAGEMENT
Our method of classroom management is based on respect: respect for self, respect for others and respect for
our environment. Our classrooms have three common goals for all children:
 Self-direction – We want children to become independent learners. Our mission is to spark the
natural curiosity within each individual child, creating enthusiastic and confident learners.
 Community feeling – We wish our students to express themselves politely and confidently with
excellent interpersonal skills.
 Independence – Children want and need to experience the world on their own. We give them the
necessary tools, guidance and opportunities to develop independence and self-reliance in a
supportive, caring environment.
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BEHAVIOUR/DISCIPLINE POLICY
Our philosophy of discipline is based on the understanding of discipline as a positive internally motivating
force. When allowed and encouraged to develop within a child, discipline is one of the single most
important means that a child has towards making appropriate and correct decisions in his or her life. Our
discipline procedures are therefore designed to encourage and assist children in developing their own
internal discipline. We encourage appropriate behaviour through the use of positive reinforcement
techniques.

BIRTHDAYS / CELEBRATION OF LIFE
Birthdays are special in the life of a child. We have a unique way of celebrating birthdays in the Montessori
environment. It is known as the ‘Celebration of Life’ and we introduce the child to his/her ‘Timeline’ with
photographs. The teacher tells a story of the child’s life while he/she walks holding the Montessori
Continent Globe around a candle (representing the earth orbiting the sun). One circuit is for each year of
the child’s life and during this time, the other children sing a special song. Parents are invited to provide
information about the child, as well as photographs, to contribute to the success of the occasion. Please note
that our ‘Healthy Eating’ policy applies to birthdays as well. A healthy snack can be provided to be shared
by the class (for example fruit skewers). Alternatively, small cupcakes with very little icing can be provided
and these will be handed out to children at pick-up time to take home. Preferably, these should be wrapped
or boxed individually.

TOYS
We kindly ask for all toys to remain at home. Toys in the nursery detract from the well prepared learning
environment. At this age, children have not yet developed the social skills of sharing personal belongings.
However, children are welcome to bring in objects for ‘Show and Tell’ that are relevant to the theme being
covered.
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RAFFLES NURSERY

CLINIC INFORMATION
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OVERVIEW
This Information Pack outlines some of the policies governing the clinical and nursing care functions of the
nursery clinic.
The primary roles undertaken by the nursery clinic are as follow:









Provide first aid or emergency care to sick or injured students.
Assist Nursery Medical Officer (or Nursery Doctor) in conducting medical examination of the students.
Assess students to detect early signs and symptoms of health problems which will affect learning.
Monitor and maintain growth and development of students.
Administer nursing care appropriate to the identified nursing needs of the students.
Plan, implement and evaluate health education programme for students.
Plan, implement and evaluate immunization programme of all the students in the Nursery under the
supervision of School Health Services staff of Department of Health and Medical Services (DOHMS).
Maintain and submit required records and reports as per guidelines.

If you have any queries relating to clinical administration, please speak with the nursery nurse or the Vice
Principal. Alternatively, the Vice Principal can get our nursery doctor to contact you direct.

HEALTH POLICIES
The nurse will provide full-time medical services on site for minor ailments. If your child is attended to by
any of our medical staff, a note will be sent home. Your child’s medical records are kept at school - please
assist us in keeping them updated should any changes occur. Please inform the nurse of any new
vaccinations that your child has. The nurse’s clinic is not fully equipped to deal with extensive medical
conditions. The nursery is permitted to store only those medications as per guidelines from the Ministry of
Health. For children who are on medication not included in the Ministry of Health Medication guidelines,
parents must provide a prescription from the doctor with complete medical history and fill in the appropriate
authorisation form. Medication will only be stored for a certain period of time.

CARE OF MILDLY ILL CHILDREN
The best place for a sick child is at home. If your child has been vomiting or has diarrhoea, please keep the
child at home for 24 hours. Parents are required to collect their children within one hour of notification of an
illness. Ill children are provided with a quiet place in the medical facility to rest.

RAFFLES INFECTION CONTROL POLICY
In order to reduce and minimize the spread of illnesses in the Nursery the following regulations shall apply:
1. Please do not send your child to the Nursery if they have:
 A fever
 A skin rash
 Vomiting (not to return to nursery for 24 hours after the last vomiting episode)
 Diarrhoea (not to return to nursery for 24 hours after the last diarrhoea episode)
 A persistent cough
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A heavy nasal discharge (Note: For students with a small cough and/or a clear nasal discharge, they
will be allowed to attend class).
Red, watery and painful eyes.

2. If they have an infected sore or wound, it must be covered by a well-sealed dressing or plaster.
3. If your child is assessed by the Doctor and/or nurse, and deemed to be a possible source of infection to
other students, you will be contacted to take them home immediately.
Please inform the nursery if your child has been or is being treated for a medical condition.

POLICY ON ACCIDENT AND EMERGENCIES
1. Nursery nurse or nursery personnel shall notify the parents or guardians in the event of accidents and/or
cases of emergencies.
2. Nursery nurse shall ensure that the parents or guardians have authorised the administration of
emergency medical treatment for the sick or injured students, prior to transferring them to the
emergency care facility.

POLICY ON MEDICATION
1. Medication will not be dispensed unless it has been prescribed by a doctor and written authorised
permission from parents has been received. Any exceptions to this must be agreed to by our nursery
doctor and subsequently authorised in writing before administration can be allowed.
2. All prescription medications must be delivered by the parent or their authorised representative directly
to the nurse. Such medication must be stored in their original pharmacy or manufacturer labelled
containers, and in such manner as to render them safe and effective.
3. For such preparations, an individual authorisation form must be completed by the parent and given to
the nurse along with the medication. In such cases, the parent accepts that the administration/application
is undertaken at their own risk.
4. The student shall take the medication under the supervision of the nurse.

POLICY ON IMMUNIZATION
1. As the nursery will not be providing vaccination services, the nurse shall facilitate the vaccination
process by sending regular reminders to parents, pertaining to vaccination requirements and timeline.
2. The parents are required to submit applicable vaccination documents to the nurse for record purposes.
3. The nurse shall maintain the cumulative Nursery Health Records on all enrolled students, and enforce
DOHMS regulations and guidelines pertaining to immunizations.
4. If you have taken the decision not to vaccinate your child, you will be requested to sign a letter to this
effect to be included in your child’s health records.
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POLICY ON REFERRAL TO HEALTH CARE PROVIDERS
For students who require referral to Health Care, Clinic of DOHMS or other Health Care providers, the
nurse shall forward a Clinic Visit Form to the parents of the students.

CONFIDENTIALITY POLICY
Information in the student's Nursery Health Record will not be released to third parties, except with written
permission from the parents or guardians, or a directive from DOHMS or other ministries.

FORMS AND DECLARATIONS
The following forms/declarations are required to be submitted to the nursery clinic prior to the child's
commencement at the nursery.







Updated Immunization Record
Consent for the Administration of Medications
Consent for Emergency Treatment
Consent for Nursery Medical Examination
Raffles Nursery Infection Control Policy
Dietary Information

These forms/declarations are provided in the Clinic and Permissions Pack that is sent out with the Offer
Letter.
As and when it is appropriate, parents or guardians may receive the following notifications from the nurse:



Immunization Information to Parents (DOH/PHC/SHS-12)
Other general illness or injury notifications such as: Hand Foot and Mouth Disease, Chickenpox, Head
Injuries, Head Lice and Updating Immunisations Records.

ADDITIONAL PERMISSION FORMS
In addition the following Permission Forms must also be provided:





Student Drop Off/Pick Up Authorisation Form
Emergency Contacts Form
Field Trip General Permission Form
Photography Release Form
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