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1. Introduction 
 
Woodbrook College strives to be an inclusive school community and by the provision of a 
comprehensive curriculum adopts a holistic approach to the education of our students. In order 
to enable the full development of our students, it is considered absolutely imperative to offer a 
wide range of Extra Curricular Activities (known as ECA), encompassing sporting, artistic, 
cultural, musical, social, leisure and spiritual activities. This range of activities provide 
opportunities for students to broaden their horizons beyond what is possible within the confines 
of the academic curricula. 
 

2. Policy Goals 
 
 The objective of the Woodbrook College Policy is to: 

• Provide the school community with a clear understanding of the role of ECA in 
Woodbrook College, therefore ensuring that students can take full advantage of ECA with 
a view to achieving an all round education.  

• Provide teachers and other staff members with assurance and guidelines to help them 
with the organisation of the ECA programme within the school. 

• To ensure the consistent approach to the planning and implementation of ECA in 
Woodbrook College. 

• To encourage the whole school community to take an interst in, and take responsibility 
for, the development of the students education through support of the school’s ECA 
policy. 

• To work towards a school community that has every member participating in an ECA 
activity. 

 

2.1 Relevant School Policies: 
• Relationship and Behaviour Policy 
• Health & Safety Policy 
• School Trips Policy 

 

 

 

3. Proposing an Extra Curricular Activity 
 
As ECA is a dynamic programme and requires a wide skill set amongst the teaching staff there 
will be times when teachers and others will have ideas for new ECA’s or indeed changes to the 
existing ECA offered already by Woodbrook College.  To facilitrate consideration of these in a 
formal manner, the ECA policy contains an ECA proposal form (Appendix 1). This form requires 
the following details for a proposed activity: 
 

• Dates, departure & return times of the activity 
• Itinerary 
• Objectives of the activity and how these will be met. 
• Possible follow up activities 
• Breakdown of all costs associated with the proposal, including detailing cost to student 

and the school. 
• Any funding available for the project/activity 
• Supervision requirements for the activity. 
• Bringing other teams to our school and how this will be dealt with by the coordinator 

involved e.g. will a tacher be assigned to meet the opposition and bring them to the 
changing rooms or pitch. 

• A check to ensure activity is covered by the school’s insurance. 
 

This form is submitted to the Principal for consideration as a one off event. 



 

4. Establishment of Club/Activity: 
 
Once an ECA has been approved, communication of same with the student body should be 
undertaken by a notice at assembly, an advertisement on the ECA or subject specific noticeboard 
and the setting up of a group on TEAMS. It is the responsibiloity of the activity coordinator to 
ensure that all students and staff (as required) are included in the TEAMS group. This will then 
be updated as necessary to facilitate communication with students, teachers and parents.  
 

 

5. Parental Involvement & Consent: 
 
As stated, it is the school’s intention to involve as many students as possible in ECA. To allow for 
ease of administration, it is policy that, parents “opt out” for their son/daughter by contacting the 
ECA coordinator or the teacher taking the ECA activity. However, this should be a last resourt. A 
list of available ECA’s, and their details, will be available on our website.  
 
When communicating with home about any Woodbrook College ECA, the following must be 
included:   
 

• Description of the Activity, to include dates, places, times, durations and means of 
transport. 

• Purpose of the ECA and how it relates to the overall curriculum. 
• Levels of adult supervision, see section on supervison. 
• A medical form to elicit any illnesses that a pupil may have or medication that he/she is 

taking and granting authority to the school to act in an emergency medical situation in 
the event that a parent/guardian cannot be contacted. 

 
Information on the full range of ECA available at any time in Woodbrook College is available on 
the ECA noticeboard and can be found on the website.  
 
 
 
6. Insurance: 
 
It is a duty of Woodbrook College to ensure that the schools’ insurance portfolio includes all ECA 
under its brief. If a school tour involves overseas travel, travel insurance must also be sought.  
 
 
 
7. Transport:  
 
Should transport be required to participate in any ECA the form of transport chosen must always 
be appropriate for the number of people travelling and for the distance being travelled. 
Woodbrook College insists of any transportation supplier the following: 

• Transport supplied must be suitable and well maintained, with teachers reserving the 
right to refuse a vehicle that they deem unsuitable for the outing in favour of a suitable 
replacement being found. 

• The driver should be used to dealing with students and have a full knowledge of the 
itinerary and timetable for the activity. 

• The driver is responsible for the safety of the students while traveling, but teachers have 
the right to intervene in cases where they feel that student safety is being compromised. 

• Vehicles are to be left in the same condition of tidiness as they were found. 
• As security of valuable items can not be guaranteed, it is advised that these items remain 

in school or at home. 
 
Teachers who are using there own car to transport students will be required to have class 1 or a 
letter of indenminty from their insurance broker. This will be lodged with the office on an annual 
basis. It is not the practice of the insurance company to charge for this service.  



 

Students who are participating in an offsite ECA are not permitted to make their own way to or 
from the venue unless specific permission was granted from their parents and communicated to 
the co-ordinating teacher. 
 
 
 
8. Health & Safety: 
 
ECA by its nature often creates unique situations in which the health and safety considerations 
that are part of the daily educational process takes on an added signifigance due to such factors 
as location or type of  activity in question.  Health and Safety Requirements are not intended to 
“wrap students in cotton wool” but rather aim to minimise the risk of serious harm befalling a 
student. It is clear that bumps, bruises and even injuries are inevitable in some physical activities 
and are in fact part of the maturation and development process for the student. The following is a 
list of considerations that should be used as a prompt to ensure proper Health & Safety practices 
are followed across all ECA: 
 

• A medical questionnaire for parents to complete that would indicate whether a student 
suffers from any condition that would create undue risk by participating in a certain ECA 
or that teachers should be aware of, so they can address if the condition’s symptoms 
occur e.g. asthma/epilepsy/diabetes. This information will be entered onto VSware so 
ensure the information is available to the co-ordinating teacher. 

• The availability of First Aid boxes, at appropriate ECA, to have at hand to deal with minor 
injuries. 

• CPD in First Aid for teachers involved in ECA, where appropriate. 
• A Health & Safety leaflet or talk outlining the specific risk factors to each ECA should be 

given to the participating students. 
• Good knowledge of an ECA venue from a health & safety perspective. This would cover 

such things as the adequacy of any equipment being supplied, the health and safety 
qualifications of any outside supervisors of ECA, the location of and distance to the 
nearest hospital, the availability of a local doctor and emergency evacuation procedures 
for indoor activities. 

• A thorough inspection of any accommodation that students might be staying in as part of 
an ECA for proper hygiene and safety standards. 

• Clear procedures for teachers on handling emergency medical situations. 
• The ensuring by the school that all teachers taking part in ECA have current mobile 

phones numbers on VSware. 
• Adequate level of adult supervision, see section on supervision.  
• Any adults supervising sudents on their own are required to be Garda Vetting. 
• Concussion is an increased concern to parents and staff and Woodbrook College 

maintain a log, that is shared with the local clubs, of all concussions to ensure the 
student ongoing safety. 
 
 
 

9. Behaviour & Discipline: 
 
Good behaviour, compliant with the Relationship and Berhaviour Policy of Woodbrook College, is 
expected of all students who partake in any ECA. Also where students are on a school trip the 
School Trips Policy guidelines must be upheld. Any transgressions of the code of conduct while 
involved in ECA will incur the standard disciplinary procedures used within school.  Should a 
student not co-operate with the expectations of the leaders of any ECA the school reserves the 
option to exclude the student from any future ECA. In addition, based on past behaviour, the 
school reserve the right to refuse a student access to a specific ECA. 
 
 
 
 
 



 

10. Supervision:  
 
Levels of supervision required for any ECA is determined by the nature of the activity taking 
place. Consideration is also given to age of the students taking part, the duration of the trip, 
appropriate gender balance, wether or not supervision is provided at the venue.  
It would be considered that a minimum ratio of 1 teacher to 30 students will always be met, 
unless there are extenuating circumstances.   
 
Supervisors should ensure they have the emergency contact details of the participants available 
to them, a first aid kit, where necessary and ensure they can be in reliable mobile phone contact. 
It is the responsibility of the supervisor to inform the parents in the event of lateness. This can be 
done through the App. 
 
 
11. ECA co-ordinator 
 
Regular ECA are co-ordinated, reviewed, staffed and evaluated by the ECA co-ordinator in 
Woodbrook College. This involves compiling and overseeing the running of a termly rota of the 
ECA  available in Woodbrook College with a view to driving the largest number of participants in 
the activity as is possible. The school aims to ensure that the entire community, where possible, 
are involved in at least one ECA. 
These rotas must be communicated with the school community through the ECA noticeboard and  
the Website and must be maintained accordingly.  It is essential that the regular ECA program is 
planned well in advance and shared in a timely fashon to enable students, parents and teachers 
understand their commitment to that activity.  
 
11.1 It is expected that the co-ordinator will: 

• The development and leadership of an integrated whole school ECA strategy, in 
conformity with the School’s overall strategic plan. 

• The provision of ECA opportunities for all students, in keeping with the School’s core 
values, and in strict compliance with the School’s policies and procedures relating to 
safeguarding children, and other established safeguarding and Health and Safety 
standards for the care of students and employees 

• To increase (i) participation and (ii) performance levels (sports) of students in ECA’s  
• Differentiating Woodbrook College by offering an excellent range of ECA and 

opportunities for achievement. 
• To ensure that the facilitator’s/coach’s have the skills, knowledge and abilities to deliver, 

motivational, support the develop talent and encourage increased participation. 
• The leadership, development and appraisal of all staff involved in ECA activities. 
• The submission of an annual ECA operating plan to the Principal each August and 

submission, in June of an end of year review detailing actual performance/participation 
levels and recommendations for the following year. 

• Organise a start of year ECA’s fair to sign up participants during the first week of school 
term 

11.2 Summary of essential Skills and Attributes: 
• The ability to think and plan strategically. 
• Excellent relationship management and interpersonal skills. 
• Excellent people management skills, with the ability to organise, motivate and inspire 

staff 
• The ability to motivate and enthuse young people. 
• Excellent communication skills. 
• Competence in the use of IT. 
• Ability to communicate in all forms to a range of stakeholders including students, staff 

and parents. 
• Commitment to the protection and safeguarding of children and young people 
• The highest standards of integrity and professionalism 



 

 
12. Overnight Stays: 
 
When an ECA involves an overnight stay, the School Trips Policy must be adhered to. The 
Relationship and Behaviour Policy governs all activities.  
 
 
13. Cost of ECA: 
 
Each student is expected to be involved in at least one ECA and as a result there is a flat charge to 
meet the cost of the ECA in the school. The charge will cover all costs such as transport, referee, 
registration, insurance, external coaches/speakers, afterschool study/study skills, RSC, guidance 
talks, retreats, prescribed plays/films, musicals, drama and many other sporting and cultural 
acitivties organised in the school. This list is simply a demonstration of the type of costs 
associated with the ECA program and is not a definitative list of all costs that will be covered by 
the school or the ECA payment. 
 
The ECA cost is included in the student registration fee/charge. The school reserve the right to 
change this charge based on increased costs and the needs of the school.  
 
 
14. Staff dress  
 
PE staff will be issued with school crested clothing each year. This will typically consist of a 
number of tshirs/polo tops and a hoodie/tracksuit top.  
 
Staff who take afterschool training sessions with will be issued with similar items and can wear 
them during school time. They can also wear them on the day of games. Unfortunately, it is not 
possible to have the same arrangement for those simply taking a team out of class time only.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
Proposed Activity: 
 
 
 
Proposed date, time and part of school year the ECA is being 
planned for? 
 
 
 
 
Description of activity and possible follow up activities? 
 
 
 
 
 
 
 
 
 
Object of activity 
 
 
Proposed cost per student and is there funding available? 
 
 
 
Who is the lead coordinator and supervisor? 
 
 
 
 

Submitted by: ___________________________  Date: ________________________ 

Accepted:      Yes    No   Principal: ________________________________ 

Extra Curricular Activity Proposal Form 
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