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EXTRACURRICULAR ACTIVITIES 

AND EVENTS POLICY 

Effective: AY 2026  

1. Purpose 

This policy sets out our school's commitment to offering safe, inclusive, and enriching extracurricular 
activities (ECAs) and events for all students, in full compliance with ADEK requirements. 

 

2. Scope 

This policy applies to all ECAs and events organized by the school, including on-campus, off-campus, 
virtual, and overseas activities, as well as exchange programs. 

 

3. ECA Offering 

3.1 Range of Activities 

The school shall offer a broad range of ECAs covering: 

• Academic & intellectual (e.g., debate club, science olympiad) 

• Arts & cultural (e.g., music, drama, visual arts) 

• Athletic & sports (e.g., football, table tennis, arts) 

• Philanthropic & community service (e.g., charity drives, environmental clubs) 

 

3.2 Free ECAs 

At least some ECAs — especially those delivered by school staff or volunteers — shall be offered free 
of charge. Fees for paid ECAs must be reasonable and pre-approved by ADEK before collection. 

 

3.3 Inclusion 

ECAs are open to all students regardless of age, gender, ability, or background. Students with 
Additional Learning Needs shall be offered the same opportunities as their peers, with reasonable 
adjustments made where needed. 
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4. Roles & Responsibilities 

Role Key Responsibilities 

Principal Approves all ECAs; submits applications to ADEK; ensures policy compliance. 

ECA Coordinator Manages ECA calendar, consent forms, risk assessments, and 
communication with parents and ECA Supervisors. 

ECA Supervisor Delivers the ECA safely; qualified/experienced for the activity; completes risk 
assessments and emergency plans; reports incidents to Principal. 

Parent Provides signed consent; shares relevant medical information; covers costs 
for exchange programs. 

 

5. Planning & Approval 

5.1 ADEK Approval Required For 

• ECAs involving external/invited visitors or providers 

• Virtual ECAs hosted by external providers 

• ECAs during timetabled classes, weekends, or holidays 

• Paid ECAs 

• Off-campus ECAs with overnight stays (within UAE) 

• Events at non-educational venues (e.g., hotels) 

• Overseas trips and exchange programs 

• All field trips 

 

5.2 Approval Timelines 

ECA Type Notice Required 

Regular ECAs 15 working days 

ECAs with invited visitors / service providers 1 month 

Overseas trips & exchange programs 2 months 

 

5.3 Scheduling 

ECAs shall be scheduled to minimize disruption to timetabled lessons. An Educational Compensation 
Plan is required if any ECA takes place during class time. 

 

6. Parental Consent 

Written parental consent is required for every student participating in any ECA or event. Consent 
forms must include: 

• ECA type, objective, schedule, and location 

• Transportation arrangements and travel plan (if applicable) 

• Fees (if any) and coordinator contact details 

• Parent emergency contact and relevant medical information 

Signed consent forms shall be retained by the ECA Coordinator. 
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7. Safe Provision 

7.1 Supervision Ratios (Field Trips) 

Grade / Group Adult : Student Ratio 

Pre-KG / FS1 – Grade 1 / Year 2 1 : 6 

Grade 2 / Year 3 – Grade 6 / Year 7 1 : 10 

Grade 7 / Year 8 and above 1 : 15 

Students with Additional Learning Needs 1 : 3 (or higher if needed) 

Overseas trips (outside UAE) 1 : 8 

A minimum of 2 adults (including 1 female if female students are present) is required at all times. 

 

7.2 Risk Assessment & Emergency Planning 

A risk assessment and emergency plan must be completed by the ECA Supervisor before every ECA 
or event. Plans must account for the nature of the activity, age and ability of students, weather 
conditions, and any medical needs stated in consent forms. 

 

7.3 Transportation 

Transportation for ECAs must comply with the ADEK Transportation Policy. Only ITC-approved 
transport companies shall be used. All vehicles must carry emergency and firefighting equipment, and 
drivers must follow a fatigue prevention program. 

 

7.4 First Aid 

A well-stocked first aid kit and a qualified first-aider must be present at all ECAs and during all 
associated travel. 

 

7.5 Reporting Incidents 

Any health or safety incident must be reported to the Principal immediately. The Principal shall log the 
incident and a root cause analysis on the Al Adaa System. 

 

8. Field Trips 

• Field trips require ADEK approval and are never mandatory. 

• The Trip Leader must be an ADEK-approved staff member. 

• Travel plans must account for prayer times, breaks, and weather. 

 

9. Overseas Trips 

• Destinations must be from the UAE Ministry of Foreign Affairs' list of secure countries. 

• Participants must be in Grade 5 / Year 6 or above (exceptions for gifted/talented students in 
competitions). 

• Travel insurance is required for all participants. 

• UAE national students must register on the Twajudi service. 
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10. Events 

The school shall maintain an Events Policy covering event types, eligibility, dress code, conduct 
expectations, and safety procedures. 

 

10.1 Graduation Ceremonies 

• Parents of graduating students are formally invited. 

• No fees are charged for the ceremony or certificate distribution. 

• Parents are not asked to purchase materials for the ceremony. 

 

10.2 Photography 

Photography during events is permitted only with prior parental approval and must comply with the 
ADEK Digital Policy. 

 

11. Virtual Activities 

Virtual ECAs must comply with the ADEK Digital Policy. A school staff member must be present when 
any virtual ECA is hosted by a parent or external provider. 

 

12. Exchange Programs 

• Students may participate in outbound or inbound international exchange programs with school 
approval. 

• Academic credits earned abroad will be recognized and transferred to the student's record. 

• Parents bear all associated costs (travel, accommodation, visas, insurance). 

• The school appoints a Student Exchange Coordinator to provide administrative support. 

 

13. Records 

The school shall maintain records of all ECAs and events including participant lists, consent forms, 
risk assessments, travel plans, and incident reports, in line with the ADEK Records Policy. 

 

14. Compliance 

This policy is effective from AY 2024/25 (Fall term). Full compliance is expected by AY 2025/26 (Fall 
term). Non-compliance may result in legal accountability and penalties in accordance with ADEK 
regulations and applicable UAE law. 

 

Policy Approved By 

 
Review Date: 5th Jan 2027  

 

Principal   

 


