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SHARJAH PRIVATE EDUCATION AUTHORITY

TAMAM

A Staff Information System

Promotion Request

A Practical Toolkit for Existing Staff

For more information,
please visit our website:



https://tam.spea.ae/
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1. Introduction

Sharjah Private Education Authority (SPEA) was established in accordance with
the Amiri decree (45) of 2018 by

H.H Sheikh Dr. Sultan bin Mohammed Al Qasimi
Member of the Supreme Council and Ruler of Sharjah

SPEA is a local government entity mandated to regulate the private education
institutions (Schools, Nurseries, Training Centers and Institutes)

Goals:

e Organize private education in the emirate

e Raise the quality of private education through the application of best
educational practices and distinguished services in the field of private
education

e Attract investment in the private education sector

The Nurseries Staff Information System is the system for all nursery staff in
Sharjah Private and is aligned with the licensing of Teachers and Educational
Leaders project.

This document is to guide teachers in the process of creating and submitting a
profile on the Nurseries Staff Information System.

2. General Information

e Attach/Upload clear documents to their designated locations.

e Submitted profiles cannot be edited. Ensure you review the staff profile
before submitting it.

e Only sections/fields for which you have a “Request to update Profile” will
be open for editing on a submitted profile.

¢ Only documents in Arabic or English will be accepted. Upload legal
translations of documents not originally in Arabic or English.

e Means that the field is mandatory and must be filled.

¢ (!) Means that there is specific instructions/information for the field. Point
your mouse on the symbol to display the information.
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3. About the Feature:

Promotion Request Lifecycle is a feature that enables school admins to
promote a staff and carry out its approval process, right from the
coordinator, principle, to SPEA admins. All the process will be carried out
online via TAMAM, until the staff directly can downloads a new Promotion
Appointment Letter.

4. How to Promote Staff:

1. The process begins with a coordinator, sending a Promotion Token to the
staff.

2. To start with, go to https://tam.spea.ae

3. At the top right-hand corner, click “Login”

i
COVERNMENT OF SHARAN HOME  RESOURCES s tooiN

4. Please enter username and password of the user and click Login

5. Upon Successful login, the system will direct you on to select the role of
the user

6. Select the role “Coordinator” from the dropdown list as shown below:

‘,,, BACK LOGN  RESOURCES e

Coordinator
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7. Click Submit and the coordinator will land on to the home page.

8. Select the Manage Token from the Menu and Select Promotion button as
shown below

Add Promotion Token

l e07b409e-2004-43d1-8374-24ff593414b4

Academic Year* ® Current O Next

School* Category* Position*

I Al &nsar Internatio. . -l ‘ Academic — Teaching~ | I Head of Faculty “su...x

Recipients*

| demo_teacher@gmail.com|

E
3

9. Enter the information in the pop up page and click Submit as shown
above

10.The staff receives an email and click the option “click here” as shown

below:
et Ll digm
mwuum
Dear demo_teacher@amail com, ‘dema_teacher@gmail com )
We would like fo inform you that you are being promoied as i e I = Bopd o N B g sl skt
"Head of Faculty “subject level™ on the Private Schools Staff S AT S S Ami—-:l-sfja:ij

Information System (Tamam}.

if Soaad e ek s 3E AN pla
Please click on the Token link below: e HHE A

click here click here

E Q) e jend) e ol ad p et i - L L Adan s £la
Please note: The Token link will expire within 30 days. R i

Regards, s e 4;.'.5(._4_
Tamam SPEA Team alall adatl3E ol Al (la) 3

*** This iz an automatically generatad emad, please do nat reply = oyl o ol ol S RS g K U gy e

For enquiries please login to our website and submit 2 support request. ol il 0 g g TR a8 gl 5 el B Ol agheald el

sdak,

Wiebsite:
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11.The staff will land up on to his profile page, where he needs to click on
Edit button to complete his profile to 100% as shown below:

’LEVJI_.:J\ e g "-
OV ERNMENT OF SHARIAN
ik f‘ "’

E Profile
Edit Profile
1

Personal Information

Unified Identification Number
808-2034-5888583-1

Emirates ID
808-2034-5888583-1

Date of Birth
01 Jan 2018

Emirate ID Expiry Date
12 Mar 2020

Mohd Asad Azad/Mohd Asad Azad

Head of Faculty “subject level”

Profile Completion (100%)

Education

Al Ansar International Private School

Associated Schools: Al Ansar International Private School - British (108)

Employment Type: Full-time
sdm' oll Wl\:

=

In Progress

? School Teaching Cydle: C3-C2-C1-CD
School Number: 108
Emirate: Sharjah
Region: Sharjah Foreign Private

12. After successful completion of profile to 100%, click on Submit For
Review button as shown above, and the profile will be sent to the
coordinator for review as shown below:

# Dashboard
Promotion Applications
User Management
Keywords Type Gender Status
‘ Enter your keywords to search ‘ ‘ - Al - - ‘ - All - - | - Al - - |
Registration
! Category Designati Grade Payment Status
S5 Promotion Request
‘ — Al — - ‘ — All — ‘ ‘ — Al - - | Al -
Resignation &
Termination
e-Services
External
Manage School Token Shnw‘ 0o |E"mes
Internal Communication Name School 1. Matus Type Request Mode Request Date Action
PRASAD PALISSERY VASUDEVAN Al Ansar International Private School
Message Board )
My Inquiry Mohd Asad Azad Al Ansar International Private School [TETIRISamla) EXm 18/03/2020
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13. Coordinator needs to review the request by going to Promotion
Request>>Select the Staff with the status “Pending for School Approval’
and Click Review button as shown in the above screen.

14.Review page will display the complete profile of the staff and the
coordinator have to move on to the last page “Request Change” as
shown below:

Application Management

Qualification
e-Services

External
Experience

Manage School Token

Internal Communication

Message Board @)

Document

My Inquiry

j
Professional Development ‘
Additional Information ‘

Request Change Forward to Principal

Dashboard @ @ @ @
i i i D
|
|
|
|
|

Al Ansar Ci i -Ci - Al Ansar Private School @
User Management Personal Q E P Dy Request Change

15. After successful review, coordinator clicks on Forward to Principle button
and the profile will be sent to the Principle.

Please note: In case the coordinator find any issues and needs any
changes in the information, he can select the section using the check box
option and click on Request Change button (for reference, please refer to
the above screen shot).

16. Principle needs to login and go to Promotion Request>>Select the Staff
(with the status Pending School Principle Approval)>>Click Review as
shown below:

| f 3 ﬁeglshalron 1 1
O T hereby acknowledge that all existing teaching staff have been registered on the Private School Staff Information System for the academic year 2017-2018
fs Promotion Reguest
PRI Show| 10+ |entries

Termination
# Manage School Token Name Designation 1 Status Type Request Mode Request Date
i o-Services Mohd Asad Azad LSRR VRN Pending School Principal Approval 18/03/2020
faScxcile PRASAD PALISSERY VASUDEVAN  Senior Teacher [In Progress |

Action

17. Staff profile page opens and the Principle needs to review every section
and reach Request Change section as shown below:
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F =) =) o) @ )
2 © - [E] E =
(&) &) =) &) ©), ©
Personal Information Qualification Experis Pr D D Request Change
cknowledgement
‘ Document
[Commenty

‘ Additional Information Promotion approved

C)

+ We heraby declare that Mohd Asad Azad is applying for an appeintment letter
and currently employed or offered employment in our school. We further declare
B that we have reviewed the information/documents delivered to Tamam and that,

the said information/documents are full complete as requested by Tamam
Request Change | Approve Profile

4

approved duly certified by the official authorities.

) | Agree to all the above statements

- .y

18.Click on Approve Profile button and a popup page opens as shown above

19. Principle needs to enter the comment and click on Submit button and the
profile will be sent to the SPEA Admin for review
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