
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

A Practical Toolkit for Schools 
 

Appointment Letter Amendment Process 

 

For more information, please 

visit our website: 

https://pass.adek.abudhabi.

ae/ 

 

 

https://pass.adek.abudhabi.ae/
https://pass.adek.abudhabi.ae/
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1. Introduction 
 

An AL Amendment is a formal or official change in an ADEK appointment letter 

document made by adding, altering, or omitting a certain part or term. Amended 

documents, when properly executed (signed by all parties concerned), retain the 

legal validity of the original document. They are often used when it is better to 

change the document than to write a new one. 

 

2. General Information 
 

 AL Amendment request can be initiate by Coordinator 

 Submitted AL Amendment request cannot be changed. Ensure you review 

your amendment request before submitting.  

 Only primary subject, additional subjects and teaching grades allowed for 

amendment. 

 

3. AL Amendment Process Flow 
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4. Initiate AL Amendment Request (Coordinator): 
 

AL Amendment request will be initiated by click on “Amendment Request” 

button, which shown with the staff which staff profile eligible for made 

amendment request. 

Note: “Amendment Request” button will appear only with ALR-Completed 

& PASS Appointment Letter Issued profile. 

 

 

 

Once coordinator clicked on  button, a pop will appears 

with the allowed amendment field & value including user details. Coordinator 

needs to check the field checkbox in which amend required. Value selection 

box appears after checking the fields. Once required amendment details filled 

enter comment then submit. 
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After submitted the request profile status will be change to “Amendment 

Request Pending for Principal” which means now staff profile is pending for 

principal action (Approve/Reject).  

Coordinator can view amended request by click on “Amendment Details” 

button. 

 

 
 

Amendment Request Details: 
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5. Approve/Reject AL Amendment Request (Principal): 
 

Principal can the amend request in the Application Managements page. Which 

profile has “Amendment Request Pending for Principal” status these are pending 

for principal action, Principal can either approve or reject amendment request. 

 

 
 

Principal can forward amendment request profile to ADEK or reject by click on 

“Amendment Details” button which appears in the staff list (See above 

screenshot). Once principal clicks on the above button (highlighted in circle) 

then popup appears (See below screenshot). 

 

 
 

NOTE: 

If amendment request is valid and approval required then principal needs to 

click on “Approve” button. 

If amendment request is not valid and rejection required then principal needs 

to click on “Reject” button. 
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5.1 Approve Amendment Request (Principal): 

 

Once principal clicks on “Approve” button then comment box will appear. 

 

 
 

Below the comment is mandatory, principal needs to enter the comment then 

submit. (Refer below screenshot) 

 

 
 

Once request approved by principal then profile will be submitted to ADEK 

and status will be changed from “Amendment Request Pending for Principal” to 

“Amendment Request Pending for ADEK”. 
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5.2 Reject Amendment Request (Principal): 

 

When principal clicks on “Reject” button then comment box will appear and 

comment is mandatory, principal needs to enter the comment then submit. 

(Refer below screenshot) 

 

 

 
 

 
 

Once request rejected by principal then reject details will be noted into profile 

history and profile status will be changed with last completed status (PASS 

Appointment Letter Issued OR ALR-Completed).  

 

 


