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In School Specialist Services (ISSS) Policy 
 

Purpose of policy  

The Cambridge High School (CHS) permits licensed external specialists to provide in-school support services, 

including Speech Therapy, Occupational Therapy, and Psychotherapy/Behaviour Therapy, in accordance with: 

• ADEK Inclusion Policy v1.2 (2024–2025) 

• ADEK In-School Specialist Services Policy Guidance 

• ADEK Circular PE/K12E2022/033 (In-School Specialist Services) 

• ADEK Circular PE/K12E2023/037 (Monthly Log Requirement) 

• Department of Health (DoH) licensing regulations 

The purpose of this policy is to outline the procedures, requirements, and responsibilities for hosting external 

specialists on campus, ensuring student safety, confidentiality, and high-quality, regulated service delivery. 

 

Aim  

The aim of this policy is to ensure that all in-school specialist services delivered at The Cambridge High School 

adhere to ADEK and DoH requirements for safety, licensing, documentation, and service quality, and that students 

receive coordinated and ethical therapeutic support. 

 

Definitions  
 

Specialist Services Therapeutic support provided by licensed professionals (SLT, OT, Psychotherapy). 
Center A DoH-licensed therapy provider registered with ADEK to work in schools. 
Specialist A DoH-licensed practitioner employed by a registered center. 
ISSS System ADEK’s digital platform used to log monthly specialist services provided to students. 

 

 

Policy Contents 

 

SCOPE 

This policy applies to: 

• all external specialists (SLT, OT, Psychotherapists) working on CHS premises 

• all students receiving specialist support during school hours 

• all CHS staff interacting with specialists 

• all contracted centers providing therapy 

• all therapy delivered during the school day 

 

LICENSING & REGISTRATION REQUIREMENTS 

Centers must: 

• hold a valid DoH license 

• be registered with ADEK’s ISSS permit system 

• provide copies of licenses to CHS each year 

Specialists must: 



 

 

• hold a valid DoH professional license 

• be registered under their center’s ADEK ISSS permit 

• pass all required security and background checks 

CHS may verify licensing through the ADEK platform. 

 

PARENT CONSENT 

Specialist services may only begin once CHS has: 

• written parent request OR referral agreement 

• signed parent consent form 

• signed contractual agreement (center–school–parent) 

No specialist may interact with a student without written consent. 

 

REFERRAL & SCREENING PROCESS 

If a parent expresses interest or CHS recommends specialist support: 

1. Teacher or Inclusion referral 

2. HoI meets parent (Explore → Understand → Plan → Act) 

3. Review of assessments / reports 

4. Determine if therapy is appropriate 

5. Parent chooses a licensed center 

6. Center provides licensing proof 

7. CHS approves specialist access 

8. Therapy plan is created 

9. Start of services 

 

THERAPY DELIVERY REQUIREMENTS 

Sessions 

• Must occur in designated therapy spaces only 

• May not overlap with core instructional time unless documented in DLP/IEP 

• May not be delivered off-record 

Observations 

Specialists may observe students in class only when: 

• the teacher approves, and 

• parents provide written consent 

Confidentiality 



 

 

All student information is restricted to: 

• HoI 

• Inclusion Teacher (if relevant) 

• Counsellor (if relevant) 

• Specialist (with parental consent) 

Specialists must comply with CHS confidentiality and safeguarding protocols. 

 

DOCUMENTATION REQUIREMENTS 

Every specialist must provide the school with: 

• intervention goals 

• therapy plan 

• attendance records 

• termly progress reports 

• annual review input 

• updated recommendations 

Documentation must be shared with: 

• parents 

• HoI 

• teachers (for accommodations) 

 

THERAPY ROOM & RESOURCE REQUIREMENTS 

CHS will provide: 

• a private, safe, appropriate therapy room 

• secure locked cabinets for specialist materials 

• space that complies with DoH & ADEK guidelines 

• sign-in/out system at reception 

Specialists may not use student areas without authorization. 

 

MONTHLY ADEK LOG SUBMISSION (MANDATORY) 

Per ADEK Circular PE/K12E2023/037: 

CHS must submit an ISSS Monthly Log on the ADEK ISSS System including: 

• specialist name 

• DoH license number 

• center name 



 

 

• type of service provided 

• student Emirates ID 

• number of sessions delivered 

• weekly frequency 

Responsibility: 

The Head of Inclusion submits/oversees the monthly log. 

 

RESPONSIBILITIES OF EACH STAKEHOLDER 

Center Responsibilities 

• deliver ethical, evidence-based therapy 

• submit annual goals & progress reports 

• ensure specialists attend annual review meetings 

• maintain professional indemnity insurance 

• store records securely 

• comply with safeguarding 

Specialist Responsibilities 

• follow DoH scope of practice 

• maintain session logs 

• use therapy rooms only 

• share goals and reports 

• align therapy with DLP/IEP goals 

• follow CHS security procedures 

School Responsibilities (CHS) 

CHS will: 

• verify center and specialist licenses 

• ensure therapy rooms meet requirements 

• coordinate with parents and teachers 

• track progress via DLP/IEP 

• upload necessary documents to eSIS 

• submit monthly ADEK logs 

• ensure compliance with CHS safeguarding policies 

Parent Responsibilities 

• provide accurate information 

• attend meetings 



 

 

• pay therapy fees directly to the center 

• follow agreed schedules 

• maintain open communication 

 

FEES 

CHS does not charge for ISSS. 

Parents pay centers directly. 

CHS does not receive any commission, fee, or financial benefit. 

 

GRIEVANCE & COMPLAINTS 

All complaints follow a 3-step process: 

1. Attempt informal resolution 

2. HoI escalates to Principal 

3. If unresolved → ADEK (per ISSS Guidance) 

 

TERMINATION OF SERVICES 

Termination requires: 

• 30 days written notice 

• updated progress report from the specialist 

• final meeting with parents and HoI 

• update on eSIS 

Termination may occur if: 

• consent is withdrawn 

• safety concerns arise 

• center is non-compliant 

• specialist loses license 

 

POLICY REVIEW 

This policy is reviewed annually by: 

• Head of Inclusion 

• Principal 

• Senior Leadership Team (SLT) 

And updated according to ADEK requirements. 

 



 

 

 

Compliance  

This policy is effective from the start of the Academic Year 2025/26. 


