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Local Site Map 

Forest School 
CroQ Junior School 
Northumberland Avenue 
Nuneaton 
CV10 8ER 

Forest School Lead – Lucy Harris 
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Mission Statement 

CroQ Junior School runs outdoor learning acDviDes ran by Mrs Harris, with the aim of 
inspiring, encouraging and enabling people to engage with nature and the outdoors. 

SOCIAL AIMS 
• Building self-confidence, wellbeing and self-esteem through hands-on achievable tasks 
• Inspiring a love of learning and the outdoors in a posiDve environment 
• Learning to work with others and develop awareness of other people’s feelings and needs 
• Working in a holisDc way rather than a subject-based way 

CONSERVATION AIMS 
• Ownership of the outdoor site and responsibility towards it 
• Developing responsibility and respect for the wider natural environment 
• PromoDng sustainability 
• Teaching about the environment and the need to conserve it 

COMMUNITY AIMS 
• CroQ Junior School aims to build a community, based on a love of the outdoors, involving learners, friends 

and the wider community 

Forest School 

Forest School is a fun and innovaDve educaDonal programme that is currently becoming more common in the UK. 
It uses visits to woodland, on a regular basis, to inspire children and young people, making learning fun and 
teaching them about the natural world. Some children really struggle to learn at school so this is a good 
opportunity to learn in a different way, to get excited about finding out new things and also learn social skills and 
confidence. OQen these children behave befer when they return to school and find it easier to concentrate and 
learn. 

April 2024 
Lucy Harris 
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Learning and Development Policy 
AIMS AND OBJECTIVES 
The philosophy of CroQ Junior School’s Forest School Sessions are to use the outdoors to inspire children and 
young people, moDvaDng them to learn through inspiraDonal and hands on acDviDes with plenty of opportuniDes 
to succeed. The nurturing of the learner’s self esteem, independence and social skills are central to our acDviDes 
as is the respect and care for the environment. 

SOCIAL AIMS 
• Building self-confidence and self-esteem 
• Always using posiDve, aspiraDonal language and genuine praise 
• Inspiring a love of learning and the outdoors 
• SupporDng any processes the parDcipants use to explore the acDvity, even if the outcome is not what you 

originally envisaged 
• Working in a holisDc way rather than a subject-based way 

CONSERVATION AIMS 
• Ownership of the outdoor space and responsibility towards it 
• Developing responsibility and respect for the wider natural environment 
• Sustainability 
• Teaching about the environment and the need to conserve it 

FOREST SCHOOL LEADERS’ ROLE 
The leaders’ role is to facilitate and model acDviDes and then to step back and observe. This enables observaDon 
and assessment of learners by the leaders. 

Learner-led acDvity is at the centre of all outdoor acDviDes and should be structured to allow for discoveries and 
spontaneous happenings. Plans are made as a guide not a rule. There is a great emphasis on a partnership in 
learning, rather than teaching and leaders should model good behaviour and social skills at all Dmes. The Health 
and Safety of the learners and leaders is of paramount importance and the responsibility of everyone. 

STRUCTURE 
Outdoor learning works as a conDnuum – i.e. visits build over many weeks, all weathers, all seasons. Early sessions 
focus on the structure of the session, ensuring a sound basis and understanding of the health and safety rouDnes. 
Once these are established sessions become more flexible, leading to freedom within boundaries. 

Small achievable tasks are set so that every learner can succeed. ObservaDon and assessment are just as 
important during outdoor learning as in a formal, indoor educaDon sehng. Learners are oQen seen in a different 
light during outdoor learning, as preferred learning styles become more obvious. 

April 2024 
Lucy Harris 
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Play Policy 
Play and choice are an integral part of the outdoor learning process, and play is recognised as vital to learning and 
development during outdoor learning. CroQ Junior School recognises the importance of play for all the children 
who afend, regardless of their age, and that having sufficient Dme and good places to play freely is an integral 
part of their day. 

CroQ junior School recognises that, for children, playing is one of the most important aspects of their lives that 
contributes to their health, wellbeing and happiness as well as to their learning and their ability to learn. Most 
importantly, playing contributes to children’s ability to thrive and survive. The outdoor environment offers a huge 
range of play opportuniDes and CroQ Junior School staff and parent volunteers will strive to maximise these 
opportuniDes. 

DEFINITION 
CroQ junior School’s definiDon of play is based upon Play England’s Charter for Children’s Play and ArDcle 31 of the 
UN ConvenDon on the rights of the child: 

“Children’s play is any behaviour, acDvity or process iniDated, controlled and structured by children themselves; it 
takes place whenever and wherever opportuniDes arise. Caregivers may contribute to the creaDon of 
environments in which play takes place, but play itself is non-compulsory, driven by intrinsic moDvaDon and 
undertaken for its own sake, rather than as a means to an end. Play involves the exercise of autonomy, physical, 
mental or emoDonal acDvity, and has the potenDal to take infinite forms, either in groups or alone. These forms 
will change and be adapted throughout the course of childhood. The key characterisDcs of play are fun, 
uncertainty, challenge, flexibility and non-producDvity. Together, these factors contribute to the enjoyment it 
produces and the consequent incenDve to conDnue to play. While play is oQen considered non-essenDal, the 
Commifee reaffirms that it is a fundamental and vital dimension of the pleasure of childhood, as well as an 
essenDal component of physical, social, cogniDve, emoDonal and spiritual development”. 

CroQ Junior School fosters a child-led approach to play, allowing children choice and control over their play, the 
freedom they enjoy and the saDsfacDon they gain from it. CroQ junior School recognises that planned acDviDes 
may lead to unplanned opportuniDes for play. If this is what some, or all, of the children choose then it should be 
encouraged so long as it is safe to do so. 

CroQ Junior School acknowledges that the best laid (lesson) plans oQen go awry and acDvely encourage it! 

CroQ Junior School understands that children need to test boundaries, we will posiDvely encourage that need, 
managing a balance between the need to offer risk and the need to keep children safe from harm. CroQ Junior 
School recognises that children will naturally create and or seek out challenging situaDons; while making the most 
of their play some children may have accidents, get dirty or wet or upset. We recognise that any potenDal risk of 
harm to children needs to be balanced with the potenDal for good that may come from their taking part in a 
parDcular form of play.  We will do our best to avoid children coming to serious physical or emoDonal harm by 
carefully managing the play opportuniDes that we provide. 

The Forest School Lead’s ethos is one of encouraging independence and self- esteem and recognises that a lot of 
this comes about through quality, child-led play. 

The Forest School Lead fosters children’s respect for others and offers opportuniDes for social interacDon. Where 
disputes occur, CroQ Junior School staff and parent volunteers will allow children the Dme and space to afempt to 
sort out their problems on their own but will step in when requested or when needed. In this instance children 
will be encouraged to find soluDons with the adult acDng as mediator. 

CroQ Junior School and the Forest School Lead believes that the adult’s ahtude towards, and understanding of, 
children’s play behaviour will have a significant effect on the quality of the play opportuniDes offered within and 
outside the school. CroQ Junior School will therefore seek out training opportuniDes and support research among 
its staff and volunteers so that they are confident to facilitate children’s freely chosen, self-directed play. 

All of CroQ Junior School’s staff and parent volunteers understand that play is not a spectator sport and is not 
restricted to children only. Where appropriate, all adults will join in with games and acDviDes, while sDll allowing 
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children to lead. In compeDDve games, no adult will let children ‘win’ just because they are children, a balance 
must be found. 

CroQ Junior School’s staff and volunteers will act as posiDve role models and will parDcipate in all acDviDes 
wholeheartedly and with gusto! We fully expect, and posiDvely encourage, both children and adults to end up 
covered in mud and with twigs in their hair! 

April 2024 
Lucy Harris 
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Daily Opera:ng Procedures 
EQUIPMENT 

• First Aid Kit – Kept outside with leader on all sessions 
• Medical details of parDcipants available through the school office if needed in an emergency 
• Walkie-Talkie, to contact staff inside of school 
• Fresh Water from outdoor tap 

AS APPROPRIATE 
• Set of tools – including spades, rakes, trowel, hammer, bow saw, palm drill, fire lighDng equipment 
• Adequate supply of appropriate Personal ProtecDve Equipment for fires, tool use and adverse weather 

condiDons 

SETTING UP 
1. Carry out Daily Risk Assessment of site and advise/act accordingly 
2. Walkie-Talkie bafery 
3. Collect necessary equipment (as above) 
4. Meet and register group 

MANAGEMENT OF THE GROUP 
1. IntroducDon of staff and parent volunteers to the group 
2. Confirm with the group any medical requirements that the leader should be aware of i.e. inhalers, 

restricDons on acDvity due to previous injury etc 
3. Check that parDcipants are all wearing suitable clothing and footwear 
4. Confirm with parDcipants the boundaries for the day 
5. Confirm safety procedures that apply for the locaDon and acDvity 

DURING THE SESSION 
1. Always keep the group members in sight 
2. Visually check all equipment before use 
3. Check individuals are funcDoning at own level 
4. Check each knot during structural work 
5. Check on pastoral needs of group i.e. sun cream, sunhats, warm clothes etc. 
6. Ensure appropriate Personal ProtecDve Equipment is worn 

AFTER THE SESSION 
1. Check fires are exDnguished 
2. Remove structures if needed 
3. Check for lifer etc. 
4. Collect equipment 
5. Farewell to group 
6. Thoroughly check equipment 
7. If damage is evident label and make appropriate arrangements for repair 
8. Fill in appropriate student reports 

PHOTOGRAPHY 
CroQ Junior School may photograph acDviDes and will check authorisaDon with the school records prior to the 
commencement of the programme. Photographs and video footage will only be used by CroQ Junior School where 
wrifen permission has been given either by the individual (if an adult) or by parental/ guardian consent. 

PAPERWORK 
The following paperwork must be completed before or aQer each session:- 

• Daily Risk Assessment 
• Register 
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PROCEDURE 
Before every session, the site will be visited and a detailed Daily Site Check will be undertaken. This Daily Site 
Check will take account of: 
Canopy Layer 
Shrub Layer 
Field Layer 
Ground Layer 
Environmental Impact Assessment, for planned acDviDes 

If the Hazards and Risk for the site are deemed to be high, despite taking measures to control the risk, then an 
alternaDve site / area within the site will be used. AlternaDvely Plan B will be put into acDon, or the acDvity day 
will be cancelled. 
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Health & Safety and Wellbeing Policy 
PRE-PLANNING 
All sessions will be planned in advance by the Forest School Lead. A review will be incorporated into the session 
planning process to look at the roles of staff and parent volunteers, along with site boundaries and adult to child 
raDos, appropriate to the group and the acDviDes being planned. 

OFF - SITE RATIOS 
Staffing raDos are set by Nuneaton and Bedworth Borough Council in the EducaDonal Visits Policy and should be 
adhered to. The adult to pupil raDo must reach the minimum standard laid down by the authority: 

2-3 Years = 1:4 
4-8 Years = 1:6 
9-12 Years = 1:8 
13-18 Years = 1:10 

AcDviDes involving tools should be kept to small groups of 1:3 or less and is oQen 1:1, this figure depends on the 
behaviour and ability of the group. RaDos can be increased accordingly. Ideally both male and female adults 
should be present for a mixed group. 

ACCESS 
Access to the outdoor learning site, will be only on foot from the main school building and will be supervised by 
staff and parent volunteers at all Dmes. 
Approaches to appropriate clothing and footwear: 
The Forest School Lead will advise parDcipants in advance of the need for appropriate clothing and footwear and 
what this entails. CroQ Junior School is not responsible for supplying such clothing but will offer a selecDon of 
donated kit where they can. ParDcipants are required to bring a supply of extra clothing for use for returning back 
into school, appropriate outdoor footwear is essenDal. 

SHELTER 
A temporary shelter will be erected in the learning area. This is regularly checked and maintained. 
Toilets: 

School toilets are available on site. ParDcipants will have the use of an ‘access fob’ to re-enter the school and use 
the closest toilets without entering the main school working areas whilst in their outdoor clothing and footwear. 

WASHING ARRANGEMENTS 
Wet wipes are available at all Dmes. Hands will be cleaned before eaDng or drinking. Wet wipes will be eco-
sensiDve where possible. All parDcipants are encouraged to wash hands thoroughly with soap and fresh water on 
return into school. 
Ongoing care: 

REFRESHMENTS 
ParDcipants are allowed to bring their school water bofles outside with them, parDcularly in hot weather. Cooking 
and eaDng from snacks prepared over the fire will be authorised by parents in advance to check allergens and 
dietary requirements. 

FIRST AID 
A first aid kit will always be available in the Welfare Bag. In addiDon a burns kit will be carried when lighDng fires. 
A trained first aider with a current cerDficate will always be present. Staff and parent volunteers will be trained in 
emergency procedures. 

ACCIDENT, MEDICAL OR LOST PERSON EMERGENCY 
In the event of an accident, medical or lost person emergency, The Forest School Lead will follow procedures 
outlined in the Illness, Accident and Emergency policy or the Lost Child Policy, whichever is relevant. 
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All incidences will be recorded in the accident book located in the Year 4 and Year 5 shared areas in line with our 
accident procedures. The school office and class teacher will be noDfied of any details that need to be relayed to 
parents or careers. 

FIRST AID ARRANGEMENTS 
As outlined in the Illness, Accident and Emergency policy, the named first aiders are Lucy Harris. 
CommunicaDon and contact with the emergency services will be by a member of staff and/or the school office. 

Lost person procedure is outlined in the Lost Person policy. 
All staff and parent volunteers will receive inducDon training in all relevant policies and procedures before they 
are allowed on site. 

INCLEMENT WEATHER 
The Forest School Lead will check the weather forecast on the Met Office website on a daily basis. Where severe 
weather is predicted, The Forest School Lead will contact parDcipants and class teachers as soon as possible once 
a decision has been reached as to whether the session will go ahead. The Forest School Lead does not necessarily 
consider rain or snow to be a reason for cancelling a session and will provide advice on appropriate clothing and 
footwear. 

CONTINGENCY PLAN FOR SEVERE WEATHER 

HIGH WIND 
In the event of predicted high winds, by the Met Office, The Forest School Lead will contact parDcipants and class 
teachers in advance to rearrange the session. In the event of sudden high winds, the group will move out of the 
woodland immediately and relocate to open space where a decision will be made about whether to cancel or to 
conDnue. 

EXTREME WEATHER 
In the event of predicted extreme weather, by the Met Office, The Forest School Lead will contact parDcipants and 
class teachers in advance to rearrange the session. In the event of sudden extreme weather, the group will move 
out of the outdoor area immediately and relocate to a suitable space where a decision will be made about 
whether to cancel or to conDnue. 

LIGHTNING 
When storms are forecast it is difficult to predict whether this will include lightning, and in many instances 
lightning does not materialise. In the event of predicted storms, by the Met Office, CroQ Junior School staff will 
discuss with parDcipants prior to entering the woods what to do should lightning occur. In the event of lightning, 
the group will move out of the outdoor area immediately and relocate to a space away from large trees, avoiding 
high land where possible and head back into the school building where a decision will be made about whether to 
cancel or to conDnue. 

DAILY CHECKS 
It is the responsibility of the Forest School Lead to ensure that: 

• There is the correct raDo of adults to children in each session 
• Contact numbers and medical informaDon are available during each session from the school office should 

they be needed in an emergency 
• There has been a sweep of the outdoor learning area to check for any hazards, including lifer 
• Adults in charge at CroQ Junior School have DBS clearance 
• Tools are in a secure container and are in a clean and usable condiDon 

On the day of a session, the Forest School Lead will check the ground condiDons with consideraDon to staff and 
parDcipants. The Forest School Lead will walk the route to and from the learning area and will walk the area that is 
to be used. If there are any areas where overhead branches are hanging, they will be removed. Where it is not 
possible to remove the branches, all parDcipants will be made aware of the potenDal hazard and it will be 
considered when defining boundaries making sure the hazard falls outside of the boundaries. 
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All staff and parent volunteers will receive inducDon training in all relevant policies and procedures before they 
are allowed on site. 

FIRE 
Fire pits will be constructed in accordance with the guidelines laid out in the fire policy. 
To prevent injury, parDcipants will follow the procedures for moving around the fire pit as laid out in the fire 
policy. 

SITE MAINTENANCE 
• A bucket and water must be near the fire circle at all Dmes 
• The fire area should be kept clear and free of trip hazards at all Dmes 
• The fire area should be checked for debris before each use 
• Fires should be kept small and useable 
• When the fire is no longer being used, it should be spread out and allowed to die down 
• Monitoring the ground around the fire should be done aQer the fire is exDnguished and the area should 

be doused with water before leaving the site 
• All rubbish and food debris should be removed at the end of each session to prevent afracDng vermin 

CONTINGENCY PLAN IN CASE OF UNCONTROLLABLE FIRE 
In case of uncontrollable fire, the group will leave the outdoor learning area via the nearest site exit and gather on 
the back playground in line with our fire alarm procedure. 

The Forest School Lead will call the fire brigade and use the Walkie-Talkie to contact staff within the school 
building. 

Safety equipment on site will consist of: first aid kit, burn treatment, water (at least 5 litres), fire blanket, bucket or 
bowl for submerging burns. 

ACCIDENT REPORTING 
All first aid given will be recorded in the accident record book held within school. 
All accidents or near-misses will be recorded in the accident record book, to be completed, as soon as possible 
aQer the incident, by the person acDng on his/her behalf e.g. First-Aider or witness. 
NoDfying the school office or next of kin, as soon as possible, of any serious medical emergency, accident or injury 
concerning their parDcipant, and requesDng the school or next of kin make arrangements for the parDcipant to be 
collected from CroQ Junior School as soon as possible or informing parent/guardian/next of kin that an ambulance 
has been called. 

A record will be kept of any illness that requires treatment by a medical pracDDoner or an admission to hospital. 
All accidents will be reviewed and evaluated. 
Any near-miss will be reviewed and acDon taken. 
Staff and parent volunteers will be trained in the procedure for accident reporDng. 

LIABILITY 
CroQ Junior School will have all the necessary insurances in place (employers and public liability) and will be 
responsible for all people who are at the site for the purposes of Forest School sessions. 

RISK MANAGEMENT AND RISK ASSESSMENT 
FOR SITE 
For acDviDes a risk assessment will be carried out staDng the locaDon and nature of hazard, who it might harm, 
the level of risk, the controls in place and if they have been carried out. It will also detail remedial work and 
acDons taken to minimise the risk. 

Risk assessment reviews of the site will be carried out annually or following extreme weather. A daily site check 
will be carried out as part of the Daily OperaDng Procedure. A risk assessment will be carried out for each acDvity 
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before it can take place and will be reviewed. Records will be kept and reviewed by the Forest School Lead at the 
beginning of each quarter (to coincide with the changing of the seasons). 
Where spontaneous acDviDes that have not been previously risk assessed are requested by the parDcipants, a 
dynamic risk assessment will be made by the CroQ Junior School staff. This will include the input of parDcipants. 

CHILD PROTECTION 
See Safeguarding Children policy. All staff will be DBS checked and will be trained according to the Safeguarding 
Children policy. 

TRAINING AND QUALIFICATIONS 
Records of qualificaDons, cerDficates, competency, skills and knowledge will be kept for all staff. 
CroQ Junior School staff running outdoor learning sessions will be trained to Level 3 Forest School PracDDoner. 
CroQ Junior School staff running outdoor learning sessions will be trained in outdoor first aid and this qualificaDon 
will be kept up to date. 

All staff will be DBS checked and notes of cerDficate numbers kept in accordance with the Data ProtecDon Policy. 
All staff and parent volunteers will receive Safeguarding Children training and records will be kept. 
All relevant insurance cerDficates will be available to third parDes, upon request. 

April 2024 
Lucy Harris 
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Ground Rules for Outdoor Learning 
Rules the children need to be aware of: 

• Boundaries. Children are reminded or set boundaries at the beginning of every session. 
• Fire and safety rules. 
• Large sDcks or branches need to be dragged not carried 
• Don’t Pick or Lick (No fingers in mouths!) 
• No harming nature! Respecvul observaDons only! 
• Sensible behaviour whilst outdoors 
• Leave it as we found it. (No lifering. Areas to be craQ and tool free before we leave site) 
• Children to ask for the door entry fob and ensuring an adult is aware they are going to the toilet before 

walking off site. (Door fobs to be given back to leader on return) 

As the experience grows it is important that the group is aware of acceptable behaviour that will help everyone to 
enjoy their time outside of the classroom. 

• Be aware of yourself and others at all Dmes 
• Use tools in a way you have been shown and in no other way 
• Tools are to be returned to the box or bag when not in use 
• Look above, below and around for hazards 
• Check that no one is in the way before starDng a task 
• Think of the consequences of what you are doing 
• If a leader asks you to stop, you must stop immediately 
• Remain within the limits of the site where you are working 
• Fires should be exDnguished and all rubbish removed before leaving 
• Respect the trees and all living things in the woodland. Do not pick unnecessarily from the trees or the 

wildflowers 
• Never eat anything you find outdoors unless an adult has checked it, it has been washed and placed on a 

plate 
• Clean your hands or use wet wipes before eaDng 

April 2024 
Lucy Harris 
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Lost Learner Policy 
STATEMENT OF INTENT 
In the event of a learner becoming lost or out of site, while in the care of CroQ Junior School, the Forest School 
Lead will immediately put into place the procedures detailed below. These ensure that a systemaDc approach to 
find the learner is taken and consideraDon is given to the levels of risk to the learner. 

AIM 
We will ensure a search is made for the learner as soon as possible within the school grounds and staff within the 
school will be noDfied over the Walkie-Talkie immediately ensuring a high level of care is maintained to other 
learners at CroQ Junior School while procedures are followed. 

PROCEDURES 
If a learner goes missing from the Forest School area at CroQ junior School: 

• As soon as it is noDced that a learner is missing, the person in charge will carry out a headcount to ensure 
that no other learner has gone astray. One member of staff or parent volunteer searches the immediate 
vicinity but does not search beyond that 

• The remaining learners will be gathered into one large group at the basecamp. The learners will be 
sensiDvely asked whether they have seen the learner who is missing, as will all adults, so that it can be 
established who was last to see the missing learner, when and where 

• The remaining staff carry out a quick search for the missing learner. 
• The Forest School Lead will report the missing learner to the school staff immediately over the Walkie-

Talkie. 
• The remaining learners are taken back into the school if the missing learner can not be located by a 

member of staff. 

WHEN THE LEARNER IS FOUND 
• The person in charge of the Forest School session and the school representaDve will care for and talk with 

the learner, bearing in mind that s/he may be unaware of having done anything wrong or, alternaDvely, 
may also have been afraid and distressed and may now be in need of comfort 

• Other adults present will take the opportunity to speak to the remaining learners to ensure that they 
understand that they must not leave the premises and why. 

AFTER THE INCIDENT 
• CroQ Junior School staff will discuss with the learner’s parents and give brief, accurate informaDon about 

the incident, as soon as possible 

THE INVESTIGATION 
The key person/staff writes an incident report detailing: 

• the date and Dme of the report; 
• what staff/learners were in the group; 
• when the learner was last seen in the group; 
• what has taken place in the group since then; and 
• the Dme it is esDmated that the learner went missing 

A conclusion is drawn as to how the incident happened. 

April 2024 
Lucy Harris 
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Illness, Accident & Emergency Policy 
POLICY STATEMENT 

VALUES 
CroQ junior School is commifed to providing a safe and healthy environment for all parDcipants, staff, parent 
volunteers and any other persons parDcipaDng in the programme. CroQ Junior School is commifed to responding 
to the needs of the parDcipant if the parDcipant becomes ill, or is traumaDsed whilst afending a Forest School 
session. 

PURPOSE 
This policy will clearly define: 

• Procedures to be followed if a parDcipant becomes sick, has an accident, is injured or has a medical 
emergency. 

• ResponsibiliDes of CroQ Junior Schools, staff and parent volunteers. 

SCOPE 
This policy applies to the parDcipants, the school, and the staff and parent volunteers at CroQ Junior School. 

DEFINITIONS 
Exclusion: Unable to afend or parDcipate in the programme. 
Illness: Any sickness and/or associated symptoms that affect the parDcipant’s normal parDcipaDon in the 
programme. 
Injury: Any harm or damage to a person. 
Medica:on: Any substance that is administered for the treatment of an illness or condiDon. 
Minor accidents: Accidents where a cut, scratch, bruise is small, does not require medical afenDon and does not 
affect the consciousness of the parDcipant. 
Next of kin: for adult learners or children to afend directly and not part of a school group, the person designated 
as their emergency contact on their medical form. 
Par:cipant: any child taking part in a Forest School session. 
Second member of staff: can be staff or parent volunteer working under the instrucDon of the Forest School Lead. 
Serious medical emergency situa:ons or accidents: Accidents or situaDons where the parDcipant requires 
medical afenDon, and/or which affects the consciousness of the parDcipant. 

PROCEDURES 
ADMINISTRATIVE AND OPERATIONAL PROCEDURES CROFTS JUNIOR SCHOOL IS RESPONSIBLE FOR: 

• Ensuring parDcipants receive medical and consent forms prior to arriving for an acDvity. 
• Ensuring completed medicaDon, accident, injury and illness records are kept up to date in the school 

office. 
• Ensuring parDcipants’ medical and consent forms provide authorisaDon for CroQ Junior School to seek 

emergency medical treatment by a medical pracDDoner, hospital or ambulance service. 
• Monitoring the First Aid Kit and arranging for it to be replenished when needed. 
• Ensuring first aid qualificaDons are up to date. 

ON SITE: 
• Providing and maintaining a suitably equipped First Aid Kit. 
• Ensuring the presence of at least one staff member with the required first aid qualificaDon whenever CroQ 

Junior School runs an acDvity. 
• Ensuring the presence of parDcipants’ medical and consent forms are held and up to date within the 

school office. 
• Providing signed authorisaDon forms for CroQ Junior School to seek emergency medical treatment by a 

medical pracDDoner, hospital or ambulance service. 
• NoDfying the Forest School Lead of any other medical condiDons or needs and any management 

procedure to be followed with respect to that condiDon or need. 
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PARENTS/GUARDIANS/ADULT PARTICIPANTS ARE RESPONSIBLE FOR: 
• NoDfying CroQ Junior School of any other medical condiDons or needs and any management procedure to 

be followed with respect to that condiDon or need. 

CroQ junior School  will not allow any person who has not consented to emergency medical treatment to 
parDcipate. 

Named first aider(s): Lucy Harris 
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Policy for ill par:cipants at CroM Junior School’s Forest School sessions 
THE FOREST SCHOOL LEAD IS RESPONSIBLE FOR: 

• NoDfying, as soon as possible, the school office and/or the class teacher of any illness. 
• Keeping an ill parDcipant comfortable, away from other parDcipants and under observaDon or sent back 

into the school building. 
• Recording details of the illness/symptoms shown by the parDcipant in the record book. 

CroQ Junior School is NOT responsible for administering any kind of medicaDon 

THE SCHOOL AND CLASS TEACHER ARE RESPONSIBLE FOR: 
• Ensuring that all parDcipants are fit to take part in the session before being collected from the classroom. 
• Ensuring that all parDcipants bring with them any medicaDon that they may be able to administer 

themselves e.g. inhaler. 

PARENTS/GUARDIANS/ADULT PARTICIPANTS ARE RESPONSIBLE FOR: 
• Ensuring that they, or their child, are fit to take part in the session before arriving at school. 
• Ensuring that they, or their child, bring with them any medicaDon that they may be able to administer 

themselves e.g. inhaler. 

PROCEDURE: 
• If a parDcipant appears to be unwell, the designated first aider will make them comfortable and 

administer first aid where applicable. 
• The designated first aider will inform the school office and class teacher of the illness. 
• The school office or class teacher will make arrangements for the parDcipant to be collected. 
• The illness will be recorded in the record book. 

CroQ Junior School Forest School Lead will not allow any person who is obviously unwell to parDcipate in a 
session. 
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Policy for handling minor accidents or injuries 
THE FOREST SCHOOL LEAD IS RESPONSIBLE FOR: 

• Providing first aid and comfort for the parDcipant as required. 
• Recording details of any accident or injury in the record book. 
• NoDfying the school office and class teacher either immediately aQer the accident, or on return into the 

classroom depending on the severity of the accident and the emoDonal state of the parDcipant. 

PROCEDURE: 
• The designated first aider will make the parDcipant comfortable and administer first aid where applicable. 
• The designated first aider will inform the school office and class teacher of the accident or injury. If the 

injured parDcipant is an adult then the Forest School Lead will advise the parDcipant accordingly. 
• The school office will make arrangements to inform the parDcipant’s parent or guardian. 
• The accident or injury will be recorded in the record book. 

Policy for handling serious emergency medical situa:ons or accidents 
THE FOREST SCHOOL LEAD IS RESPONSIBLE FOR: 

• Administering first aid and providing care and comfort prior to the parent/guardian/next of kin or 
emergency services arriving. 

• Calling the emergency services if necessary. 
• NoDfying the school office and class teacher via the Walkie Talkie and ask for addiDonal assistance, as 

soon as is possible, of any serious medical emergency, accident or injury concerning their parDcipant, and 
requesDng the school make arrangements for the parDcipant to be collected from CroQ Junior School as 
soon as possible or informing parent/guardian/next of kin that an ambulance has been called. 

• Ensuring ongoing supervision of all parDcipants. 
• Where an ambulance is required and the school or parent/guardian/next of kin are not present to 

accompany the parDcipant, a nominated staff member may accompany the parDcipant in the ambulance 
providing the parDcipant to staff raDos and all other requirements are maintained at CroQ Junior School 
for the remaining parDcipants. 

• Recording a report in the record book. 
• NoDfying all of CroQ Junior School’s directors of any serious accident or injury as soon as possible. 
• NoDfying CroQ junior School’s Insurance. 

THE SCHOOL IS RESPONSIBLE FOR: 
• CollecDng their parDcipant as soon as possible when noDfied of a serious accident or injury. 
• Making arrangements for the parDcipant to be collected from CroQ Junior School as soon as possible or 

informing parent/guardian that an ambulance has been called. 

PARENTS/GUARDIANS ARE RESPONSIBLE FOR: 
• CollecDng their child as soon as possible when noDfied of a serious accident or injury. 

PROCEDURE: 
• The designated first aider will make the parDcipant comfortable and administer first aid where applicable. 
• The second member of staff will retrieve the paDent’s medical form. 
• The other staff members will occupy the rest of the group and ensure their safety and wellbeing. 
• The designated first aider will decide whether to call an ambulance (see ambulance procedure). 
• The second member of staff will inform the school office of the accident or injury. 
• The school office will make arrangements to inform the parDcipant’s parent or guardian. 
• The school office or class teacher will make arrangements to return the other parDcipants and ensure 

their wellbeing. 
• The accident or injury will be recorded in the record book. 

AMBULANCE PROCEDURE: 
If the first aider decides that an ambulance is to be called the procedure is as follows: 
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• The first aider stays with the paDent while the second member of staff goes to the school office to call an 
ambulance, giving the school office as much detail as possible of the paDent’s condiDon. 

• The second member of staff waits for the ambulance to arrive. 
• The second member of staff directs the ambulance to the site. 

HELICOPTER PROCEDURE: 
• If the emergency services decide that a helicopter is necessary, the School Office will agree a safe place for 

the helicopter to land, the second staff member will wait at a safe distance unDl it has landed. 
• Once the helicopter has landed, and it is safe to move about the field, the second member of staff directs 

the crew to the site along the safest route. 

FIRE PROCEDURE: 
If the Forest School Lead decides that the fire brigade should be called the procedure is as follows: 

• All people in the learning area are gathered together by the Forest School Lead 
• A head count is carried out and people are lead out of the learning area via the quickest, and safest route 

following the schools Fire Drill Policy. 
• The Forest School Lead informs the school Office who will call the fire brigade following the schools 

School Fire Policy 

POLICE PROCEDURE: 
If the Forest School Lead decides that the police are to be called the procedure is as follows: 

• The Forest School Lead will inform the School Office via the Walkie Talkie who will call the police, and 
gives details of the situaDon. 

• ParDcipants will be gathered and returned into school. 
• A second member of staff directs the police to the site along the safest route. 

Policy for when forest school leader becomes ill 
If the Forest School Lead becomes ill whilst outside with parDcipants the procedure is as follows: 

• Before each new session with nee parDcipants the Forest School Lead will explain how to use the Walkie 
Talkie in an emergency. 

• The Forest School Lead will ensure that the parDcipants understand that if they are to become ill or 
injured whilst outside the procedure is to use the Walkie Talkie to inform the staff inside school 
immediately, or make their way back into school to inform the nearest staff member whilst one of them 
waits with the Forest School Lead (Which ever is quickest) 

April 2024 
Lucy Harris 
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Safeguarding Children Policy 
CroQ Junior School recognises its legal duty to work with other agencies in protecDng children from harm and 
responding to abuse as outlined in this document. 

• All staff will need to be cleared by the Disclosure and Barring Service (formerly CRB) 
• CroQ Junior School will provide training opportuniDes for all adults involved in the group to ensure that 

they recognise the symptoms of possible physical abuse, neglect, emoDonal abuse and sexual abuse 
• Children will be encouraged to develop a sense of autonomy and independence through adult support in 

making choices and in finding names for their own feelings and acceptable ways to express them. This will 
enable children to have the self-confidence and vocabulary to resist inappropriate approaches 

• The staff and parent volunteers seek to adopt an open ahtude towards children as part of their 
responsibility for pastoral care, so that pupils and parents feel free to talk about any concerns and see 
CroQ Junior School as a safe place if there are any difficulDes at school or home 

• Children’s worries and fears will be taken seriously should they seek help from a member of staff or parent 
volunteer 

• Staff cannot guarantee confidenDality if concerns are such that a referral must be made to the appropriate 
agencies in order to protect the child 

• Staff who observe, or are told of, injuries which appear to be non-accidental, or have concerns that 
indicate physical, emoDonal or sexual abuse or neglect, MUST report their concerns to the SEN team 
follow the schools safeguarding procedure. 

• Staff and parent volunteers do not carry out invesDgaDons themselves 
• If staff are unsure how to proceed, they must ask the SEN team for advice 
• The Forest School Lead will ensure that bullying is idenDfied and dealt with quickly, so that any harm to a 

child is minimised 
• All children are encouraged to show respect for others and to take responsibility for protecDng themselves 

by reporDng inappropriate behaviour 
• Schools are expected to help children to behave in non-violent and non-abusive ways to both staff and 

parent volunteers 
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Record keeping 
Whenever worrying changes are observed in a child’s behaviour, physical condiDon or appearance, a specific and 
confidenDal record will be sent to the SEN Team via CPoms who will then pick up the report and intervene 
accordingly. 

Child Protec:on Procedures 

CHILD ABUSE 
In addiDon to the procedures set out in the secDons above, it is very important that parent volunteers and staff 
are aware of the signs which could indicate dangers to the child from other adults, parDcularly involving abuse. 

WHAT IS CHILD ABUSE? 
Child abuse is a term to describe a range of ways in which people, usually adults, harm children. OQen the adult is 
a person who is known and trusted by the child. Child abuse is neglect, physical injury, sexual abuse or emoDonal 
abuse inflicted or knowingly not prevented, which causes significant harm or death. 
NSPCC (1999) 

AWARENESS OF ACTUAL OR LIKELY OCCURRENCE OF ABUSE 
There are a number of ways in which possible abuse becomes apparent: 

• A child discloses abuse 
• Someone else discloses that a child has told him/her or that he/she strongly believes a child has been or is 

being abused 
• A child may show signs of physical injury for which there appears to be no saDsfactory explanaDon. An 

unusually high frequency of such injuries can be a parDcular cause for concern, but this should not rule 
out concern over one sudden injury for which there does not appear to be a plausible explanaDon 

• A child’s behaviour may indicate that it is likely that he/she is being abused. This could involve a significant 
change in behaviour from that which the child normally exhibits 

• A child indulges in sexualised behaviour which is excessive or inappropriate to their age 

Staff and parent volunteers must report any concern about possible abuse of a child to the SEN Team immediately. 
S/he must also record the concern in wriDng or via CPoms. 

Disclosures 
Staff and parent volunteers may naturally develop a working relaDonship with a child and, in certain 
circumstances, the child may come to regard this person as trustworthy and wish to disclose and discuss certain 
confidenDal details concerning his/her life and previous experiences. It is very important that the member of staff 
or parent volunteer is aware of how best to deal with disclosures of this nature. 

Becoming aware of abuse can cause a mulDtude of emoDonal reacDons, which are personal to each individual. 
Whatever the reacDon and however the abuse has become apparent, actual or suspected, it must be responded 
to in the correct manner according to the procedure outlined here. Even if the truth of the disclosure is uncertain, 
an appropriate response has to be made. A response in accordance with the procedure outlined here will be 
supported by the lead member of staff on child protecDon at CroQ Junior School. 

A member of staff or parent volunteer should not ask a child leading quesDons regarding their personal 
circumstances or encourage the child to disclose confidenDal or sensiDve informaDon. If a child does reveal 
personal informaDon which leads the member of staff or parent volunteer to believe that the child’s personal 
safety or wellbeing may be at risk, then they should remain calm and listen carefully to what the child says. It is 
important that the member of staff or parent volunteer finds an appropriate early opportunity to explain that it is 
likely that the informaDon disclosed will need to be shared with others.  Staff and parent volunteers should not 
promise to keep secrets for the child. The following guidelines are taken from the NSPCC document Stopcheck: a 
step by step guide for organisaDons to safeguard children and should be followed by all parent volunteers and 
staff: 
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• Listen to what the child says calmly, without displaying shock or disbelief 
• Allow the child to conDnue at their own pace 
• Ask quesDons for clarificaDon only 
• Avoid asking quesDons that suggest a parDcular answer 
• Reassure the child that they have done the right thing in making the disclosure 
• Do not criDcise the alleged perpetrator of any incident or reported abuse 
• Inform the child of what will be done next and with whom the informaDon will be shared 
• Record in wriDng what was said using the child’s own words, as soon as possible. Note date, Dme, any 

names menDoned, and to whom the informaDon was given 

Staff and parent volunteers should inform the SEN Team of the disclosure as soon as possible, if possible on the 
same day, but in any event no later than the following working day. Staff and parent volunteers should also keep 
the wrifen record they have made about the disclosure, in case the informaDon is needed by a court. Staff at 
CroQ Junior School should do likewise. The appropriate member of staff will pass the informaDon on to the 
relevant authoriDes. Staff and parent volunteers should try to be as accurate as possible when passing on sensiDve 
informaDon. Staff and parent parent volunteers should be familiar with the reporDng structure for both urgent 
and non-urgent informaDon. 

ALLEGATIONS 
If an allegaDon of abuse or other form of misconduct is made against a parent volunteer or member of Forest 
School’s staff, the allegaDon must be relayed immediately to the CroQ Junior School Head Teacher. 

Whether or not the member of staff or parent volunteer is aware of the allegaDon, CroQ Junior Schools Head 
Teacher must consult with the client and the appropriate authoriDes to agree a course of acDon. If the member of 
staff or parent volunteer is not aware of the allegaDon, in some cases so as not to prejudice any official 
invesDgaDons, CroQ Junior School may be instructed by the relevant authoriDes not to inform the member of staff 
or parent volunteer unDl further invesDgaDons have been carried out by authoriDes such as the school, social 
services or police. If there is any suspicion of physical or sexual abuse on the part of the member of staff or parent 
volunteer, or other conduct such as accessing web-sites involving child abuse, CroQ Junior School will immediately 
suspend the member of staff or parent volunteer from all his/her assignments pending the outcomes of 
invesDgaDons. Even if there the allegaDon is not of a physical or sexual nature, CroQ junior School must always 
consider its Duty of Care to the child as the paramount consideraDon which overrides all other factors and has the 
right to suspend or cancel any further sessions given by the member of staff or parent volunteer with the 
allegaDon, without giving any reason to the member of staff or parent volunteer. All these decisions will be taken 
in consultaDon with the client. 

In the event that the allegaDon appears less serious and has not resulted in any police invesDgaDon, it may be 
agreed with the client or appropriate authority for CroQ Junior School to inform the member of staff or parent 
volunteer, so that he or she can provide their version of what occurred which may have given rise to the 
allegaDon. That account must be made in wriDng by the member of staff or parent volunteer and given to the 
Head Teacher within 24 hours of the incident in quesDon. In this kind of situaDon, the member of staff or parent 
volunteer may not parDcipate in any acDviDes unDl the conclusion of invesDgaDons into the mafer. If the client 
clearly states in wriDng that the allegaDon is without foundaDon or is in their view not something which could 
cause a conDnued threat to the child, then the member of staff or parent volunteer may be reinstated on the 
assignment. If there has been a case of misconduct not warranDng suspension or dismissal, the member of staff or 
parent volunteer must first be formally warned in wriDng not to repeat that conduct, and must respond in wriDng 
saying that he/she accepts the warning. If on the other hand the allegaDon is upheld and the member of staff or 
parent volunteer is found to have behaved in a clearly inappropriate manner, then CroQ junior School must 
immediately cancel all exisDng or potenDal assignments for that person, and must delete his/her records from the 
acDve staff or parent volunteer database. If further invesDgaDons are to be appropriate, CroQ Junior School must 
collaborate with the appropriate authoriDes to support those invesDgaDons. 

REPORTING BY STAFF AND PARENT VOLUNTEERS OF CONCERNS, INCIDENTS OR ACCIDENTS 
Staff and parent volunteers must always immediately report any concerns and incidents related to child 
protecDon. 
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If someone is in immediate serious danger, call 999 straight away. In the event of other serious child protecDon 
concerns or emergencies, staff and parent volunteers must adopt the following procedure: 

• Contact CroQ Junior Schools Head Teacher and SEN Team as soon as possible 
• Give clear details of the emergency or concern 
• Please note that if the concern about the child implicates the person or agency with the responsibility 

of caring for that child, then CroQ Junior School will consult with other responsible authoriDes such as 
social workers, police and/or local authority, to decide on the correct course of acDon. 

NSPCC CHILD PROTECTION HOTLINE 
The NSPCC Child ProtecDon Helpline is a free 24-hour service that provides counselling, informaDon and advice to 
anyone concerned about a child at risk of abuse. Parent volunteers and staff are always advised to speak to the 
lead member of staff for child protecDon mafers, but if they require further informaDon or advice, or wish to 
speak to an advisor anonymously, the following services are available: 

• Telephone 0808 800 5000 
• Text phone for people who are deaf or hard of hearing 0800 056 0566 
• Email help@nspcc.org.uk 
• NSPCC Asian Helpline (Monday – Friday, 11am – 7pm) 0800 096 7719 
• NSPCC Cymru/Wales Helpline (Monday – Friday, 10am – 6pm) 0808 100 2524 
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Statutory Child Protec:on Procedures 
Following a parent volunteer or member of staff reporDng an incident or concern regarding a child, all informaDon 
will be passed on to the relevant local authority or organisaDon by CroQ junior School. How it is then dealt with 
will depend on the organisaDon in quesDon. 

Sufficient informaDon passed onto the organisaDon may lead to the suspicion, allegaDon or actual incident being 
dealt with quickly, with few complicaDons, or it may lead to thorough checks with several other organisaDons and 
possibly a child protecDon conference. A child protecDon conference involves as many people as possible, 
(including the parents/carers and someDmes the child as well), who discuss the issues that have been raised in the 
suspicions, allegaDons, or actual abuse that has been reported and invesDgated. Decisions about further acDons 
are made at the conference. 

Quite oQen, the person who has made the iniDal report may not be contacted again unless further informaDon is 
required and it is not usual pracDce for the relevant statutory agency to feed back developments. However, if a 
parent volunteer or staff member believes that not enough acDon has been taken, and the child is sDll at risk, 
concerns should be reported again to CroQ Junior School, or the NSPCC Child ProtecDon Helpline contacted for 
advice, as above. 

USE OF PHOTOGRAPHIC/FILMING EQUIPMENT 
Consent to take and use images of children should be obtained prior to the taking of photographs and/or video 
footage. Parents/carers should be made aware of when, where and how the images may be used in order to give 
their informed consent. This includes comprehensive informaDon regarding use of images e.g. in print, mulD-
media, broadcast; for what purpose e.g. promoDon, publicity, evaluaDon, audit, review; and where possible an 
indicaDon of who the audience will be e.g. the general public, the parDcipaDng children and their families, other 
organisaDons and insDtutes. 

CONFIDENTIALITY 
Members of staff and parent volunteers are advised to treat all sensiDve informaDon extremely carefully. SensiDve 
informaDon includes a child’s name, date of birth, address, personal circumstances, parent/carer details, 
educaDonal background and medical history. 

Parent volunteers and members of staff are asked to contact CroQ Junior Schools Head Teacher or Office Manager 
should they have any queries regarding whether certain informaDon should be treated as confidenDal, although, 
as a rule, CroQ Junior School advises parent volunteers and members of staff to treat all informaDon relaDng to 
children as sensiDve. All children have a right to confidenDality and parent volunteers and members of staff are 
expected to carry out the following safety measures when handling sensiDve data: 

• Only share informaDon regarding a child with known contacts. These will include a designated member of 
CroQ Junior School staff. It is vital that the member of staff or parent volunteer does not share informaDon 
regarding a child with any other party 

• It is especially important that, in cases where the child is in care, members of staff or parent volunteers do 
not disclose any informaDon about a child to any person to whom they have not been officially introduced 
by CroQ junior School or by a known council representaDve. It is quite common with children in care that 
one or both of the birth parents, or members of their family or friends, will have been prohibited by a 
court order from visiDng a child, typically where there has been a case of serious abuse. In this situaDon a 
child’s new school may have been withheld, and clearly the unauthorised disclosure of that informaDon 
could be very dangerous for the child’s safety 

• When speaking to a school teacher or other known partnership professional (e.g. youth worker, Social 
Services worker etc...) about a child receiving sessions who is ‘looked-aQer’ by a local authority or 
children’s organisaDon, parent volunteers should never disclose that the child is in care, unless the teacher 
reveals they are already aware of this informaDon. There is always a Designated Teacher in a school who 
will be aware of which children are ‘looked-aQer’, but it is likely that other members of staff will not be 
aware of this. 

April 2024 
Lucy Harris 
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Equality, Diversity and An:-Racism Policy 

EQUALITY AND DIVERSITY STATEMENT 
Croft Junior School aims to promote equality and diversity as an employer and seeks to ensure that 
equality and diversity principles underpin all areas of the organisation’s work and service provision. 

Croft Junior School recognises that many people and groups suffer discrimination and face serious 
barriers when trying to fulfil their true potential. It also recognises that not all forms of unreasonable and 
unfair discrimination are the subject of legislation. It is the aim of this organisation to take positive steps 
to redress discrimination, to improve equality of opportunity and to combat any unreasonable or unfair 
treatment which places people at a disadvantage for any reasons not directly related to their ability to do 
a job for this organisation or to their eligibility to receive services from us. 

In most cases it is unlawful to discriminate against people because of their gender or gender 
assignment, pregnancy and maternity, race, colour, nationality, ethnic and national origin, sexuality/
sexual orientation, religion or belief, age, or because they are disabled, married or in a civil partnership, 
a member of a trade union, work part time or on a fixed- term contract. It is also unlawful to discriminate 
against people either because they are perceived to have a certain characteristic or because they 
associate with someone who has a certain characteristic. 

However, we recognise that people may experience discrimination for many additional social, 
educational and economic reasons such as their language, health, caring responsibilities, trade union 
activity, where they live, how they speak and whether they work flexibly. This policy will apply equally to 
all these circumstances. 

Croft Junior School will not tolerate discrimination, harassment, bullying, victimisation or abuse of people 
who are staff members and parent volunteers or of people connected with the Forest School services 
provided. 

RELEVANT LEGISLATION AND RELATED DOCUMENTS 
Relevant Legislation: 

• Employment Rights Act 1996 
• The Equality Act 2010 

Related Documents: 
• Complaints Procedure 
• Data Protection Policy 
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Management Issues and Delivery Mechanisms 
Croft Junior School Office Manager and Head Teacher have ultimate responsibility for the Equality and 
Diversity policy. It is the responsibility of the Office Manager and Head Teacher to implement, monitor 
and evaluate the equality and diversity policy in terms of employment practice and service delivery. S/he 
is also under a duty to ensure that Croft Junior School’s staff and parent volunteers are regularly kept 
informed of the policy's implementation and the implications of the Director’s decisions and policies for 
equality and diversity issues. It is the responsibility of all staff to report any discrimination of which they 
become aware. 

All staff and parent volunteers will be informed that an equality and diversity policy is in operation and 
that they are bound to comply with its requirements. The policy will also be drawn to the attention of the 
Forest School members. 

The Equality and Diversity Statement above shall be easily available in Croft Junior School’s office, 
accessible to staff members, parent volunteers and visitors. Staff members and parent volunteers are to 
be given a copy of the whole policy upon appointment and whenever the policy is modified. 

Croft Junior School’s grievance and disciplinary procedures will be used to deal with any complaints 
about discrimination, harassment or bullying involving staff/parent volunteers. 

Complaints from people using the organisation’s services will be through the complaints procedure for 
Croft junior School. 

EMPLOYMENT PRACTICES 
Croft Junior School aims to promote equality and diversity as an employer and to ensure that no job 
applicant or employee receives less favourable treatment or is disadvantaged by conditions or 
requirements that cannot be shown to be justifiable within the context of the policy. 

Croft Junior School regards discrimination, harassment, abuse, victimisation or bullying of staff members 
and parent volunteers, service users or of others in the course of work as disciplinary offences that could 
be regarded as gross misconduct. Condoning such behaviour could also be treated as a disciplinary 
offence. As well as disciplining the perpetrator(s), we will give appropriate support to people who 
complain of harassment of themselves or others. 

Selection, recruitment, training, promotion and employment practices generally will be subject to regular 
review. Including the media used and search area covered in recruitment to demonstrate the reach to all 
groups to ensure that they comply with the equality and diversity policy. In particular, selection and 
recruitment procedures should be reviewed no less than annually in order to try and constantly improve 
equality and diversity practices. 

Croft junior School will attempt to accommodate staff members and parent volunteers’ requests to work 
flexibly, whether part-time or some other working arrangement, for whatever reason, so long as 
agreement is consistent with the needs of the organisation. 

We recognise that organisations are obliged under the Equality Act 2010 to make reasonable 
adjustments to accommodate disabled people and to enable them to do their job without unnecessary 
difficulty. We will make adjustments which are reasonable. 

We recognise that we are prevented from asking an applicant questions regarding their health until a 
formal offer of employment has been made. However, we will ensure that any access needs are met to 
enable an applicant to fully participate. 

We accept our obligation not to discriminate against applicants and employees on the basis of their 
religion or belief. We will try to accommodate employees’ religious beliefs in any way which is compatible 
with the work of the organisation by, for example, allowing for prayers during the working day and at the 
workplace; considering employees’ dietary requirements in providing facilities for staff members and 
parent volunteers to eat and store food; allowing staff/parent volunteers to take their holidays for 
religious festivals; trying to arrange job interviews or other important work meetings at times when they 
do not clash with important religious festivals; and not imposing a dress code with which people of a 
particular religion cannot comply. 
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Croft Junior School will not discriminate on grounds of age in recruitment, promotion, training, or in the 
availability of benefits such as pension contributions or health insurance. 

Croft Junior School will take whatever positive action is required where it can be shown that under- 
representation of any particular group has occurred in recruitment. Where appropriate and where legally 
permissible, employees from under-represented groups will be given training and encouragement in 
order to promote equality and diversity within Forest School. 

SERVICE DELIVERY 
Forest School seeks to ensure that its services are accessible to all sections of the community served by 
Croft junior School. 

The Forest School Lead will attempt to ensure that none of its policies discriminate directly or indirectly 
against any group or individual. 
Forest School will adopt a Complaints Procedure that will include its objectives with regard to equality 
and diversity in service delivery. 

Croft Junior School will attempt to find ways of making our Forest School service accessible to everyone, 
including people for whom English is not a first language, people with visual or hearing impairments. 

The Forest School Lead will take all reasonable steps to ensure that all its activities are carried out in 
premises which are accessible to people with mobility difficulties. In the event that the premises operated 
by Croft Junior School are not accessible for particular individuals, the Forest School Lead will arrange 
alternative arrangements for inclusion. 

MONITORING AND EVALUATION 
The Forest School Lead will regularly evaluate its services and the effectiveness of its equality and 
diversity policy, by a variety of means. 

Croft Junior School will be sensitive to groups and individuals and will have due regard for the principles 
of data protection when seeking information. Where sensitive information is gathered, those responding 
will be explicitly informed of the purpose and that they are at liberty to withhold the information. All 
monitoring information will be securely stored, aggregated and anonymised. 

STAFF AND PARENT VOLUNTEERS’ INDUCTION AND TRAINING 
During the staff member/parent volunteer induction period staff members and parent volunteers will be 
made aware of organisational policies and the responsibilities of staff members and parent volunteers to 
maintain these practices and relevant specialist training agreed. 

REVIEW OF THIS POLICY 
The Forest School Lead is commitment to equality and diversity as active. This document  should be 
amended on a regular basis as part of this active commitment. 

Croft junior School’s equality and diversity policy will be reviewed in consultation with staff members and 
parent volunteers as and when required and in line with changes in legislation. 

The Forest School Lead will also seek to keep abreast of new developments in equality and diversity 
practice and actively seek information on this issue. 

April 2024 
Lucy Harris 
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Posi:ve Behaviour Policy 
We believe that children flourish best when their personal, social and emoDonal needs are met and where there 
are clear and developmentally appropriate expectaDons for their behaviour. 

As children develop, they learn about boundaries, the difference between right and wrong, and to consider the 
views and feelings and needs and rights of others and the impact that their behaviour has on people, places and 
objects. The development of these skills requires adult guidance to encourage and model appropriate behaviours 
and to offer intervenDon and support when children struggle with conflict and their emoDons. 

STAFF GUIDELINES 
All staff have high expectaDons of the children in terms of their relaDonships, choices and behaviour. CroQ Junior 
School Forest School adopts the following guidelines for staff: 

• be consistent with responses; 
• treat each child fairly and with respect and understanding; 
• be a posiDve role model by demonstraDng posiDve relaDonships with everyone; 
• regularly support children to reflect on, regulate and manage their emoDons and acDons, not only in 

conflict situaDons; 
• try to idenDfy and address triggers of inappropriate behaviours; 
• share knowledge and strategies which promote appropriate models of behaviour; 
• access relevant training and literature; 
• having followed regular procedures and consequences, seek help and advice from a colleague; 
• liaise with external agencies, as necessary, to support and guide the progress of each child 
• regularly discuss with parents about children’s social and emoDonal development, including behaviour 

and relaDonships. 

INVOLVING CHILDREN 
• Adults and children work together to develop and maintain a set of agreements governing how we 

behave. 
• Adults do not label children and do consider the underlying reasons for behaviour. 
• Adults ensure that each child feels valued and respected at all Dmes. 
• Adults encourage children to express their strong feelings without physical or verbal aggression. 
• Adults support children to manage behaviour themselves and develop the life skills needed to deal with 

their emoDons and feelings. 

It is important to consider the reasons why children might present certain types of behaviour; boredom, feeling 
unsefled or unhappy, not feeling listened to, an un-sDmulaDng sehng, and medical reasons for example. 

WORKING WITH PARENTS 
Working in partnership with our parents/carers is integral to the success of this Behaviour Policy. In order for it to 
work in pracDce, their contribuDon is vital. We recognise this by; 

• Sharing the expectaDons of behaviour at forest school, through informal and formal discussions with 
individuals and groups of parent/carers. 

• Talking to individual parents/carers about all aspects of their child’s behaviour on a daily basis, as well as 
at regular parent/carer conferences. 

• Being fair, non-judgemental and consistent when discussing children’s behaviour with parents/carers. 
• Providing extra support for parents/carers to help manage children’s challenging behaviour e.g. through 

Family Support Services and outside agencies 
• Working with parents to address recurring inappropriate behaviour, using our records to help us to 

understand the cause and to decide jointly how to respond appropriately. 
• Drawing on parents’ experDse about their child to gather informaDon about children’s emoDons and 

behaviours, triggers, and effecDve strategies for supporDng them in posiDve behaviour. 
• Encouraging parents to inform us of any relevant changes to their circumstances which may affect their 

child’s behaviour e.g. new baby, moving house, bereavement, divorce, separaDon or hospitalisaDon. 
Strategies for PromoDng PosiDve Behaviour In order to promote posiDve behaviours and avoid conflict we; 
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• Build self-esteem and confidence in children, recognising their emoDonal needs through close and 
commifed relaDonships with them. 

• Support each child in developing a sense of belonging in our group, so that they feel valued and welcome. 
• Use clear and consistent boundaries. 
• Support social skills through modelling behaviour, through acDviDes, drama and stories. Communicate and 

model posiDve behaviour, using a variety of strategies and props e.g. makaton, gestures, visual Dmetables 
and puppets 

• Recognise and acknowledge feelings to encourage empathy 
• Provide planned opportuniDes to discuss behaviour and feelings e.g. at circle Dme 
• NoDce and acknowledge considerate behaviour such as kindness and willingness to share. Create an 

environment that minimises conflict e.g. ensuring there are sufficient resources Provide strategies to 
support turn-taking e.g. using a sand-Dmer. 

April 2024 
Lucy Harris 
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Environmental and Sustainability Policy 
ENVIRONMENTAL CONSIDERATIONS: 
Outdoor learning has environmental awareness at the heart of its ethos. Wherever possible environmentally 
friendly products and recycled materials should be used when appropriate. Good pracDce should be modelled by 
staff and volunteers showing parDcipants that the world in which we live in should be cared for. Involving children 
in site checks and planning environmental games will help support this. 

RE-USE AND RECYCLE: 
We re-use and recycle wherever we can. We will divide rubbish into recyclables and non-recyclables and these will 
be taken away aQer each session. 

SUSTAINABLE USE OF SITE: 
All people present will be required to conform to the Countryside Code: 

• Be safe - plan ahead and follow any signs 
• Leave gates and property as you find them 
• Protect plants and animals, and take your lifer home 
• Consider other people 

All acDviDes will be designed to be sensiDve to the ecology of the site e.g. coppicing, minibeast hunts etc. 

CARE OF FLORA AND FAUNA: 
ParDcipants will be made aware of the importance of all flora and fauna in the outdoor environment, including the 
route to the learning area. They will be encouraged to only pick flora appropriately and to take care when walking 
through the environment. 

When seasonal plants are present, such a bluebells and snowdrops, these areas will be used as lifle as possible. 
ParDcipants will be made aware of which plants are toxic and will be advised not to touch anything that they do 
not recognise, especially fungi. All parDcipants will be required to clean their hands before eaDng. 
Every care will be taken to ensure that the local fauna will not be disturbed and this will be taken into 
consideraDon when planning acDviDes and placing shelters etc. All consumables will be removed so as not to 
afract vermin. 
See Environmental Impact Survey for more informaDon. 
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Consent Forms 

Adult Medical Consent Form – Held by CroQ Junior School Office 

Child Medical Consent Form – Held by CroQ Junior School Office 

Photography Consent Form – Held by CroQ Junior School Office 

Emergency Details – Held by CroQ Junior School Office 

Complaint Forms – Held by CroQ Junior School Office 

April 2024 
Lucy Harris 
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Fire Policy 
Campfires and the use of storm kefles are an important part of outdoor learning and are used in many sessions. 
The Forest School Lead aims to ensure that all children and adults parDcipaDng in sessions with fires and/or storm 
kefles will do so safely and with as lifle risk to their health as possible. 

LOCATION: 
Only the designated area may be used for large fires. Temporary fires may be prepared by parDcipants under close 
supervision. These fires should be very small and will be checked by the Forest School Lead before lighDng. The 
parDcipants will have been taught about safe locaDons for fires and supervisors will check the suitability of the 
locaDon which should be at least 3 metres from another fire and from any potenDally flammable materials. Storm 
kefles are only used on flat ground and any woodchip or leaf lifer must be brushed away before use. 

POSITIONING OF CHILDREN AND ADULTS 
• SeaDng will be at a distance from the fire that is appropriate to the size and purpose of the fire and will 

take into consideraDon the age of the parDcipants. 
• When the campfire is in use, parDcipants are not permifed to access the area immediately around 

without permission. 
• When allowed to access the campfire, parDcipants must walk around the outside of the seaDng and wait 

for permission to step over. Once permission has been given, they must sit, ensuring legs are drawn into 
the seat and not outstretched. 

• Once seated around the campfire, parDcipants must remain seated. 
• ParDcipants will be taught how to change seats by standing, stepping over the log and then walking 

around the outside of the seaDng area. They must never cross the inner area. 
• ParDcipants are not permifed to throw anything onto the fire. 
• Advice on the appropriate way for dealing with smoke will be given to parDcipants: they are advised to 

turn their head to one side, placing their hand across the face, to close their eyes and count to 30 (or ask 
an adult/peer to count for them) 

• If there is a clear wind direcDon, seaDng in the line of smoke is to be avoided. 
• If wind direcDon is variable, the leader should rearrange the seaDng if at all possible. 

SAFETY AND RESPONSIBILITY 
• ParDcipants will only light fires under supervision. 
• Fires are lit using prepared Dnder, kindling and a fire steel. 
• No flammable liquids are to be used to light or accelerate fires. 
• No plasDcs are to be burnt. 
• If sessions involve children adding fuel to the fire, this must be done with adult supervision. 
• SDcks/wood must be placed, not thrown, from the side of the fire. The hand should never go over the fire. 

PPE 
• A bucket and water must be near the fire circle at all Dmes 
• Red fire gauntlets will be available next to the main fire for removing hot cooking equipment from the fire. 

EXTINGUISHING 
• All fires must be exDnguished at the end of a session. 
• Water should always be to hand during campfire sessions. 
• Whenever possible, all fuels should be burnt to ash. 
• At the end of the session, the fire must be doused down with water and sDrred unDl all smoke and steam 

has ceased. 

STORM (KELLY) KETTLES 
• Storm kefles must be placed on flat, clear ground. 
• ParDcipants can feed the fire with supervision but they must have been shown how to do so safely. (SDck 

held at the end and dropped in from the side; hand should never be placed over the top of the kefle). 
• Fuel should burn itself out, but if it doesn’t it must be exDnguished with water (see above). 
• Storm kefles should be boiled with the cork removed. 
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• The spout should face away from people. 
• The kefle should be liQed by the handle keeping it at 90 degrees to the chimney and below the hole. 

April 2024 
Lucy Harris 
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Forest School Handbook Sign Off Sheet 

This is to cerDfy that …………………………………………………………………………….. has read and understood the CroQ Junior 
School Forest School Handbook, and adheres to follow all Policies and Procedure’s to ensure the safety and 
wellbeing of the parDcipants during the Forest School Sessions. 

The named person understands that safety rules and changes to the handbooks procedures cannot proceed unDl 
the Forest School Lead has agreed its safe pracDce to do so. 

The named person understands that Policies and Procedures are subject to change via CroQ Junior School’s Office 
Manager and Headteacher should they see fit to do so for the welfare of the Forest School parDcipants and school 
pupils. 
 
 

Print Name: …………………………………………………………………………….. 

Signature: …………………………………………………………………………….. 

Date:   …………………………………………………………………………….. 

 
Counter Signature of whiteness: …………………………………………………………………………….. 

Counter Name of whiteness:  …………………………………………………………………………….. 

Date:               …………………………………………………………………………….. 
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Lucy Harris

D. Kite

Lucy Harris

Denham Kite
12/4/24

Denham Kite
12/4/24
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