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I declare that I have read this Forest School handhook and will refer to it regarding

Name Signed Date




This handhook contains information, policies and procedures that are related to Forest School sessions.
The policy and procedures are in place to enswre that all persons involved with Forest School can do so
safely.

e At Carlton VC Primary School we are very fortunate to- have large grounds and a small woodland,
and natwre area where we undertake Forest School sessions.

e Al year groups from Reception to year six take part in, and benefit from, forest school sessions.

e Forest school sessions in the woodland area offer a unique teaching and learning experience in an
mrchwngmg,en,vuvnmzrw Dardopmgsbﬂ&andcms&wm&ular[wnung,oppumum cap;tw’mg,
bheing. Oppurtuniﬂz&abnundtoexplumar@enq,uire, developing language and, reasoning skills,
independence and perseverance.

e Carlton VC Primary School uses values education and embeds a “growth mindset’ in all our pupils.
Forest School is a perfect opportunity to connect their skills and values in a holistic wawy.

Our Vision Statement

At Carlton VC Primary School we helieve that everyone henefits from having a connection to the
natwral world. We aim to enable all our pupils to have a positive relationship with nature. Through
regulour time spent in the outdoor environment they develop; confidence, self-esteem, respect,
resilience, problem solving skills, ication skills, and the ahility to assess, control and take
risks. Through the holistic approuch of Forest School, we aim to give each child the opportunity to




Why Forest School?

Forest school is a specific ethos; an approuch to education which volues the whole child. Forest
school wus initially inspired by the ‘Frulitsliv’ (free air life) culture and pedagogy in Denmark and
other Scandinavian countries. Scandinavian countries consistently outperform the UK in Education;
mmmm@mwmmmmwmmm
The Forest school Association lists 6 principles and, criteria for Good Forest school pructice.

Principle 1: Forest School is a long-term protess of frequent and regular sessions in @
woodland or natwral enwironunent, rather than a one-gff visit. Planning,
School.

« A Forest School programme has a structure which is based on the ohservations and collahorutive work

initial ohservations on which to base futwre programme development.

Principle 2: Forest School takes place in a woodland, or natwal wooded environment to
support the development of a relationship bebween the leamer and the natural
world.

« Whilst woodland, is the ideal enwironment for Forest School, many, other sites, some with only a few
trees, are able to support good Forest School practice.



« A Forest School programme constantly monitors its ecological impact and works within a sustainable
learners.

« Forest School aims to foster a relationship with natwre through regulor personal experiences in order to
comumunity.

» Forest School uses natwral resowrces for inspiration, to enahle ideas and to encouwrage intrinsic

Principle 3: Forest School aims to- promote the holistic development of all those involved,
« Where appropriate, the Forest School leader will aim to link experiences at Forest School to home, work
and /or school education

« Forest School programmes aim to develop, where appropriate, the physical, social, cognitive, linguistic,

Principle 4: Forest School offers learners the opportunity to take supported risks
appropriate to the environment and, to themselves..

« Forest School opportunities are designed to build on an individual's innate motivation, positive attitudes

and/ or interests.

» Forest School uses tools and fires only where deemed appropriate to the learners, and dependent on

completion of a haseline risk assessment.

« Any Forest School experience follows a Risk-Benefit process managed jointly by the proctitioner and

learner that is tailored to the developmental stage of the learner.

Principle 5. Forest School is run by qualified Forest School pructitioners who continuously,
maintain and develop their professional practice.
« Forest School is led by qualified Forest School practitioners, who are required to hold a minimum of an
accredited Level 3 Forest School qualification.
* There is a high ratio of, practitioners/adults to leamers.
« Pructitioners and adults regularly helping at Forest School are subject to relevant checks into their
» The Forest School leader is o reflective practitioner and sees themselves, therefore, as a learner too.

Principle 6. Forest School uses a range of learner-centred processes to create a community
Jor development and leaming

+ A learmer-centred pedagogical approuch is employed by Forest School that is responsive to the needs and
interests af learners.

« The Pructitioner models the pedagogy, which they promote during their programmes through careful
planning, appropriate dialogue and relationship building.

« Play and choice are an integral part of the Forest School learning process, and play is recognised as vital
to learning and development at Forest School.

« Forest School provides a stimulus for all learning preferences and dispositions.

RWW@@W@MWWWM@MWW&M%WW

Pmmnomrobsznmnonwanunpmmnbdzmmtojl%msdwotpzdagow. Obhservations feed into
‘scaffolding and tailoring experiences to learning and development at Forest School.

Forest school Association

Through offering our children regular Forest school sessions, led by qualified Forest School

practitioners, we provide opportunities to: build Confidence, develop Social and communication
skills, enjoy a physical environment and, build strength and motor skills. Forest school is a wide






Welcome to OQOwr Forest

The woods

Our woodland area is small but perfectly formed. The Trees are a vuriety of native species including; beech,
elder, Silver birch We also have lots of ground covering of ivy, spring flowers and moss. The trees are
checked regularly by The Forest school leaders for safety and involve the children in the maintenance of the
area, thus ensuring safety for all that take part in Forest school sessions. We use this area for tool work,

The Orchard

Queen Elizaheth IT's Platinum Jubilee celebrations along with an Oak sapling representing owr school hadge.

The pond

Our pond offers opportunities to explore nature and learn ahout ecosystems and identify a voriety of pond
life.

The outdoor classroom

The outdoor classroom offers a dry place to work if the rain gets too heavy or shade in the hottest weather.
It has enough bench seating around the sides to- accommodate a whole class.

The fire zones

Our fire pit area is a great place for keeping warm and, for cooking. The children leam fire building skills. and
Jollow strict safety precautions in order that they can enjoy cooking a variety of delicious food in safety.



Owr Forest School Leaders

Mrs Belinda Noah

Mrs Nouh is a Level 3 Qualified Forest school
Leader (pending). She also has NVQ level 2

TA and Qualified Catering and hospitality
Intermediate. She has worked across all the
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Staff Ratios and, R

e When taking part in Forest school the children will he accompanied by the Forest
school leader, Class teacher and TAs and possibly volunteer support, in

e When taking part in Forest School Sessions the Forest School Leader is always in
charge, urespective of which, or how many, other adults may be in attendance.

® The Forest school leader has an overall duty of care but all adults are expected to

e All adult support must read this handhook and relevant risk assessments. They
must sign and, date that they have read and understand them and agree to follow



e Non-Staff helpers should never be left alone with tools or fire activities.

e Non-Staff helpers must follow the school visitors' procedure and sign in at the
Reception desk and wear a visitor Lanyard. If they are to- work with children
unsupervised they must be DBS certified.

e There will always be a designated First Aid Staff Memher in any Forest School
session.

e The designated First Aid staff memhber will always carry a First Aid Kit, an
emergency hag and a mohile phone.
e In the event of an emergency the Forest school Leader will contact the school and
the emergency services.
e The Forest School leaders are responsible for Pre-Visit site checks and reviewing
e Ratios:
® EYFS - The statutory staffing ratio for children aged 3 and over in maintained Schools is 1

adult: 13 children where one member of staff is a qualified teacher and another is NVQ level

3 qualified. There is no statutory requirement for a higher ratio for Forest School, but
considering the additional risks we maintain a ratio of at least 1 to 6.

® KS1 - 1:8
e KS2 -1:10
e This is guidance only and the forest school leader and support adults should
ratios as necessary, e.g. when using tools or fire.

Children's Kit List

Ouwr forest school sessions take place regularly whatever the weather (except
high winds). This means the children need appropriate kit to take part safely.
Autumn/Spring,

Welly hoots/ or waterproof wulking hoots.

Warm wuterproof cout with a hood

Trousers (ideally pull on waterproof ones but a spare pair to change into if this is not possible)
Jumper / Fleece / Hoody (as weather can be very changeahle having layers is essential)
Long sleeved tops

Long SOTRs (not trainer socks) - to prevent rubhing and blisters




Winter

Welly hoots/ or wuterproof wulking hoots

Warm wuterproof cout with a hood,

Trousers (ideally pull on waterproof ones but a spare pair to change into if this is not possible)
Jumper / Fleece / Hoody

Spare pair of wwrm socks

Warm Gloves, hats and scarves

Sumuner

EYFS

Welly boots/ or waterproof wulking hoots.

Lightweight waterproof cout

Trousers (ideaﬂy,mbumwmmmoﬂommaasmpwwdwmi}du&i&mtpmsihl@
Long sleeved top

Sun hat

Sun Cream

Children in EYFS can use owr school wuterproof trousers and couts though
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Cambium EootogwaL Impact Assessment (ECIA) outdoc
Identify the What is the nature of | What are you What further How will this information inform
impacts the impact? (What already doing to action is your management plan?

part of the woodland minimise / avoid the | necessary? (What is your long-term planning, who will

structure does it impact? do it? by when?)

affect?)
Overcclleotlmo;[& may lead to" reduction of Limit quantity of Bring in additional | FS Leader to- monitor condition of woods.
wouods wmoﬂmwll bitat, | £roM the woods neces»surg/ﬁorﬂm
Groundcover W@LWWWW% Encowrage children | Maintain clear paths | Maintain clear paths
Damage o toleeepwtkwpayw FS Leader to- monitor condition of ground

" Inerahl wm&mg as much as possible cover. N .

Mulch with additional leaf litter removed
Jrom other areas of school grounds?

Removul of dead Over removul of dead, | Limit the amount of | Create wood piles FSL to monitor the condition of the
wood for buming | wood reduces the dead wood removed. | Allow some logs to | woodland.
or tool use hahitats for minibeasts decompose where FSL to arrange for additional dead wood tor

decomposition and Arrange for

cycle of life in the additional dead

wouds wood to be brought

onto site when
necessoury.
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Using trees and Can cause wounds on | Ensure a variety of Educate children and, | FSL to- monitor condition af trees and
breakage to branches. | not to continually trees minimising or
to prevent cord
cutting into bark
Fire Smoke pollution Limit the frequency of FS leader to plan a variety of activities and,
lighting, fires limit the frequency of fire lighting activities.
Only burm dead dry
wouod,
Wood depletion Only burm dead dry | Bring in additional | As ahove
wood, wood when FSL to sowrce additional wood from outside
building.
RLsJeo;Bsewng,o&mw Never light fires Ongﬂuug,edumumoji FSL to supervise and regulate the lighting
Jire Zone in the correct adults in the correct procedures
Never light fires in procedures
particularly dry spells
Abwvays fully,
extinguish fires after
use
Never leave a fire
unattended
Wildflower Plants trampled as Encowruge children Educate children on | Maintain clear paths
Damage growing to keep to the paths | the importance of FS Leader to- monitor the condition of
Seeds trumpled or as much as possible | wild flowers and how | wildflowers.
remmrecbbe}ar@beuq and to look where to care for them. Plant additional native species of wild,

12



Bulb Damage Newly emerging bulb Encowruge childrento | Maintain clear paths Maintain clear paths

shoots trampled. keep to the paths as FS Leader to monitor the condition of bulbs.
much as possible and, Plant additional spring bulbs around school
to look where they are grounds.
stepping.

Flowers picked hefore Educate children to not PLant}urtherb:.db&tcr Plant further bulbs to increase quantity,
how important it is to
let them grow.

Cutting live wood, Over cutting of live wood, | Limit the collection of | Sowrce additional wood, | FSL to- monitor the condition of the woodland,
gmwth(md,wmkw,t}w Try to cut it at the right | necessary FSL to sowrce additional wood when necessary.
Los&o;[&habuatwwﬂdl,@ stimulate growth and,

rotate the trees that it
is cut from.

Cut from fast growing
species

Minibeast Hunting Intzrmptmg,natuml, Educate children to Build additional Bug hotel building incorporated into session

gentle and respect
minibeasts

Wildlife disturbance | Noise from children Encowrnge children to | Build further habitats | FSL to arrange for habitat improvements made.
playing disturbing animal | play more quietly and, | such as Hedgehogy FSL and class teachers to plan for wildlife
activity tUqu;ch,ﬁorand, hoxes, nesting hoxes surveys to he undertaken with the children's

Bringing organic Rotting food material can Ensw'escrup&}mm FSL to monitor the enwironment and check for

materials / live & attract vermin or alter cooking are thoroughly, material left behind before leaving site at the

dead on to site wildlife's natural removed, from the area end af each session
hehaviours.
Di,sea,sed,mm;uiui,can Ensuwre there is no FSLwlw),puﬁormzd,on FSL to monitor the material brought onto site
destroy them. disease signs FSL to check trees for any signs of disease.

hrought into the
wouds.
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able Landscapes & Tra

Our Sustainable Management Plan

The site

Carlten CofE
Prlmar\ Schools ™~

‘//\////

Carlton School Forest School site is within the grounds of
Carlton VC Primary School. Grid Reference: SP95496 55695
It is @ small wooded area (Marked in bright green) that
wus planted by the school possibly in the 80s. It consists

ground there is also an area of recently (2022) planted
}rujbtree&whthamsﬁLLsapUng&(Markedmdarhgxwm)

wergmmanddwduowtree& The,bﬂun,durws/oj&the/
hramhbles (Marked in brown). Wwfwmﬂwmmjcmstsdwot
site there is a fenced area containing a pond and the fire

gardening heds, bug hotel and a compost heap in the
wouded area also. Soil type is mostly lonm. The site has

been neglected for a numhber of years.
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Biodiversity of FS site (species present). What time of year was the survey carried out?

progresses.
Tree species - Hawthorn, Ash, Elder, Oak, pine, willow
Plant species — Ivy, narcissus, lords and ladies,
Animal Species~ Birds -Many hirds visit the site and some stay and nest. Birds - Sparrows, tits, wren, blackbirds, Starlings, Thrush, woodpeckers,
wood pigeon, rohin.
Mammals - mice, foxes, hedgehogs and muntjac deer all visit the forest school site
Amphibians - Frogs
Reptiles — we have not seen evidence of any, reptile activity but that doesn't necessarily mean there are non-there.
Minibeast - Moths, spiders, woodlouse, ladyhirds, aphids, slugs and snails, bees and wusps, heetles.
Hedgerow — Blackherries, Rose, Privet, Elder

Wildlife sensitive habitats/ species present and location

Three-year actions to maintain/increase biodiversity of site

Year 1

e Reinvigorute the pond - reduce the quantity of flag iris allowing more wuter surface area, plant a voriety of native pond plants in the
margins, create a bog area adjacent to the pond, create a log pile to provide habitat for touds etc.

e Ask o tree surgeon to visit the site to- consult on the possibility of pollarding or coppicing some of the trees. And, to see i they have additional

wood they would be willing to donate for use in carving and burmning.

Extend, the Forest school area by, planting additional trees.

Creating a dead wood pile and a bug hotel

Remove any litter and rubhish from the site.

Invite parents and Friends of the school to take part in working party days to reinvigorate the site. Approuch local businesses to accept

donations of money, resources or staff time to support renovuation work,

Invite parents and Friends of the school to take part in working party days to reinvigorate the site.

Approuch local businesses to accept donations of money, resources or staff time to support renovution work.

Teach children to respect the enwvironment and, to be careful not to step on plants

Create o meadow area where gruss is allowed, to grow long (suggested area where chicken run used to he)

Year 2

15



Wildflower planting — Add to the variety of ground cover by planting additional native woodland, plants such as ferns and spring bulbhs
Extend the Forest school area by planting additional trees.

Remove any litter and, rubbish from the site.

Invite parents and Friends of the school to take part in working party days to reinvigorate the site.

Maintain associations with local businesses to accept donations of money, resowrces or staff time to support renovation work.

Nesting hoxes added,

Year 3

Remove any litter and, rubhish from the site.

Invite parents and, Friends of the school to take part in working party days to reinvigorate the site.

Maintain associations with local businesses to- accept donations of money, resources or staff time to support renovation work.
Nesting hoxes cleaned

Create a willow walkway

How will the progress be monitored?

Photographs will be taken of the area.

16



Behaviowr and Code gf Conduct

At Carlton Forest School we adhere to the Carlton VC Primary school Behaviour
poticy.
Full details can be found on the School website:

https://www.carltoncofeprimary.co.uk/page/?title=Policies&pid=21

Our forest school follows and builds upon the same vulues of the school.
Through these shared vulues we develop respect and care for ourselves, other
people and the environment.

Children are reminded that:

We take tums

We respect each other’s space

We listen to each other

We support each other and work together

We give positive feedhack

We are gentle and kind

We are awwre of the plants and animals around us and respect them
We are respectful of each other’s strengths and challenges

In order to build this respect adults:

Have clear expectations of the children to follow the rules

Make the houndaries of the area clear.

Make time to listen

Model respectful behaviowr and following the rules

I rules are not adhered to, intervene to remind children of the acceptable
behaviour.

If there is danger, to self or others, adults must intervene to immediately
stop the behaviour and explain why it was dangerous and remind the
Adults may remain close to children to support them in following these
guidelines.

The Forest school leader may choose to end or alter an activity if children

are finding it difficult to follow the behaviowr expectations.

17
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Policies and Procedures

e Safeguarding

e Visitor Protocol

e Anti-Bullying Policy

e Confidentiality Policy

e Data Protection Policy

e Disclosure and Barring Policy
e Lost Missing Child Policy

® Accessibility Plan

In Forest School we adhere to Carlton School Safeguarding and Child Protection
Policy, Anti Bullying Policy, Confidentiality Policy, Data Protection Policy, Disclosuwre
and Barring Policy, Lost Missing Child Policy, Visitor Protocol and Accessibility Plan
For detailed information please see the school wehbsite link below:

https://www.carltoncofeprimary.co.uk/page/?title=Policies&pid=21



https://www.carltoncofeprimary.co.uk/page/?title=Policies&pid=21

Safeguarding and Child Protection

The policy is provided to all staff at induction alongside our Staff Code of Conduct,
Jrom education. In addition, all staff are provided with Part One of the statutory
guidance ‘Keeping Children Safe in Education, DPE (2022).
In addition, it is important to be awuare that during forest school children are
encownged to; take risks, believe in themselves, trust others and often feel free,
comfortable and content, this may mean they are more likely to disclose information
Any volunteer or member of staff who finds that a child is telling them something

e Listen but ask NO leading guestions. Remember that you must not promise to
‘keep a secret.
The general rule is that adults should make it clear that there are limits to
confidentiality at the beginning of the conwersation.
Comfort the child if appropriate.
Inform the Designated Safeguarding Lead (DSL) as soon as possible.
Parents/Carers are awwre that photos will be taken for evidence, ohservation and
school newsletters or on the website, staff will aim to- avoid photogruphing the child.
All staff and volunteers will be made awure of children who are not allowed to he
photographed.

Visitor Protocol

Forest School takes place in the grounds of Carlton VC Primary school as such
Arrive via the School Office.

Sign in

Wear an identification lanyard at all times.

Sign out when leaving the school grounds
Visitors without DBS should never be alone unsupervised with a child.
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Visitors should also read the Expected behaviowr of Parents and, Visitors
Document, avuilable from the school office.

Anti-Bullying Policy

Owr Values

At Carlton C of E Primary School, Christian and British Values are centrul to everything we do
and are emhedded throughout the school and the cwrriculum including Forest School. We place
a very high importance upon the teaching of vulues as we helieve that learning abhout values
develop into successful learmers, and successful adults. We use these vulues as a moral
compass when dealing with incidents. As a church school our core vulues are based on
Christian principles and these are taught alongside British Values and have evolved through
consultation with pupils, staff, governors and parents. We are an inclusive school where
All adults are required to act as role models and treat children with respect and fairmess. As

a Values School, bullying of any memhber of owr community is unacceptable and will NOT be
tolerated.

We adopt a zero-tolerance to- bullying approuch and whoever is told about a suspected case
af bullying has a duty to tell the Head Teacher so that this can be fully investigated.

Forest school by natwre is a supportive and empowering environment, negative comments will
be tackled immediately and a cultwre of respect and teamwork emhedded.

Relevant links
Full Anti Bullying policy one the school wehsite

https://www.carltoncofeprimary.co.uk/page/?title=Policies&pid=21

DJE Guidance on School Bullying - How to prevent it, when to report it and yowr obligations.
Cyherbullying, homophohic, biphohia and transphohic bullying,

https://www.gov.uk/education/school-bullying

Anti-Bullying Alliance guidance

http://www.anti-bullyingalliance.org.uk
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Carlton C of E Primary School

CONFIDENTIALITY POLICY

This Policy should he read in conjunction with owr Privacy Notice which explains why we hold personal information,
the General Data, Protection Regulations (GDPR).
Aims gf the Conflidentiality, Policy
To protect the child at all times,
» To provide clear guidance to all members af the school community around confidentiality.
» To encowrnge children to talk to a trusted adult if they are having problems.
« To ensure all adults working in school deal confidently with sensitive issues.

This Conflidentiality Policy impacts upon every other school policy.

Principles and Intent
Owr School Vision

“Every child matters and every voice is heard.
All children are challenged to achieve their full potential in a safe and caring Christian enwironment, enabling them to

School Motto:  Work hard, reach for the stars and you will go fart

For with God, nothing shall be impossible.
Luke 1:37

Carlton C of E Primary seeks to put the child at the heart of the leaming process and to provide o safe and secure learning,
enwironment. It is committed to developing creative and positive ways for the child's voice to he heard whilst recognising,
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The school is mindful that it is placed. in a position of trust by all stakeholders and there is a general expectation that a
professional approach will be used, in all matters of confidentiality.

Equal Opportunities Statement
Carlton C of E Primary, is committed towards equal opportunities in all aspects of school life. All children have a right to

the same level of confidentiality, irrespective of gender, race, religion, medical concems and special educational needs. A

Specific Issues

All adults working in our school

- Implement the Child, Protection, Poicy.

» Encouruge children to he open with their parents/carers.

+ Must maintain professional standards of. confidentiality about anything seen or heard, within the school.

+ Who has a concermn ahout a child, but does not feel they know the child's circumstances well enough to make o
knowledge of the child, at an appropriate place and time.

school; please refer to Acceptable Use Palicy.

+ No child’'s personal details will be given out over the telephone until the volidity of the request has heen ascertained via
a returned call.

« If an adult receives external information that leads them to believe there is a child protection issue, they could refer the
information to the Designated Safeguarding Lead, (DSL), Mrs Jo Bevis; in her absence to the Deputy DSL.

» No adult should enter into detailed discussion about a child's behaviowr or academic progress with other children or
their parents.

Governors' Meetings

Jamilies or individual children) to any person outside of the meeting.

» Governors need, to- he mindful that from time to time issues are discussed or brought to their attention ahout staff and
children. Governors must ohserve complete confidentiality when asked to do so by the Governing Body, especially in
relation to- matters conceming individual staff, children or parents/carers. Although decisions reached at govemors

Information held about children

» Information ahout children will be shared with parents/carers but only about their child. Parents/carers will not have
access to- any other child's marks and progress grudes at any time. However, parents/carers should be aware that

22



+ All personal information about children including social services records are regarded, as confidential. The Headteacher
will decide who will have access, on o need to know hasis, and whether those concerned, have access to all, or only,

« Information regarding health reports such as speech therupy, medical reports, SEN reports, SEN minutes of meetings,
Social Care and Health Services will he kept securely.

In the classroom

« Ground rules and distancing technigues will be used where sensitive issues are to be addressed e.g. drugs education,
relationship and sex education.

» Adults should not put pressure on children to disclose personal information and should discouwruge others from applying
any such pressure.

« All adults will remind children that some information they share in the classroom may need to be shared with other
appropriately.

» If a child and his/her parent/carer wish to highlight an issue to a peer group then this will be carried out sensitively
hy the class teacher/Headteacher e.g. hereavement.

Dissemination of the Palicy

All staff members, governors and adults working in the school (including voluntary helpers) will receive a copy of this
Policy. A copy of the Policy is avuilahble to look at in the School Office and, it is also on the school Leaming Platform.

Monitoring and review

The policy will be reviewed as part af the school's monitoring cycle. The headteacher has responsihility for monitoring
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CARLTON C of E PRIMARY

DATA PROTECTION POLICY

Carlton C of E Primary School is committed to protecting and respecting the confidentiality of
sensitive information relating to staff, pupils, parents and governors.

Gillotts collects and uses personal information about staff, pupils, parents and other individuals
education and, other associated functions. In addition, there may be a legal requirement to collect
Schools have a duty to be registered, as Data Controllers, with the Information Commissioner’s
Office (ICO) detailing the information held and its use. These details are then avuilable on the
ICO’s wehsite. Schools also have a duty to issue a Fair Processing Notice to- all pupils/parents; this
passed on.

Purpose

This policy is intended to ensure that personal information is dealt with correctly and securely and
in accordance with the Data Protection Act 2018, and other related legislation. It will apply to
information regardless of the way, it is collected, used, recorded, stored and destroyed, and
urespective of whether it is held, in paper files or electronically. It also considers the provisions of
theGerwraLDam/ProteotwnRegwanm whidmcanwm}mwumZOw This policy complies with
All staff involved with the collection, processing and discloswre of personal data will be aware of
1) Introduction
i) Carlton Primary School needs to keep certain information ahout our employees, pupils
and other users to allow us, for example, to- monitor perfformance, achievement, and
i) To comply with the law, information must he collected and used fairly, stored safely and
not disclosed to any other person unlawfully. To do this, we must comply with the Data
Protection Principles which are set out in the Data Protection Act 2018 and updated in
the GDPR 2018.
iil) In summary these principles state that personal data shall:
(a) Be ohtained and processed fairly and, lawfully.
(b) Be ohtained for a specified and lawpul purpose and shall not be processed in any
(c) Be adequate, relevant and not excessive for that purpose.
(d) Be accurate and kept up to date.
(e) Not be kept for longer than is necessary for that purpose.
(f) Be processed in accordance with the data subject's rights.
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(g) Be kept safe from unauthorised access, accidental loss or destruction.

iv) Personal data shall be kept secure i.e. protected by an appropriate degree of
security;
v) Personal data shall not be transferred to- a country or territory outside the
European

Economic Area, unless that country or territory ensures an adequate level of data

protection.
All staff who process or use personal information must ensure that they follow these principles at
all times. In order to ensure that this happens, the School has developed this Data Protection
Policy. This policy does not form part of the contract of employment for staff, but it is a condition

2) Responsihilities of Staff
i) Al staff are responsible for:

(a) Checking that any information that they provide to the School in connection with
their employment is accurate and up to date.

(b) Informing the School of any changes to information that they have provided, e.g.
change of address, either at the time of appointment or subsequently. The School
the School of such changes.

(c) Handling all personal data (e.g. — pupil attainment data) with reference to this
policy.

3) Data Security
i) Al staff are responsible for ensuring that:

(a) Any personal data that they hold is kept secuwrely.

(b) Personal information is not disclosed either orally or in writing or via. Weh pages
or by any other means, accidentally or otherwise, to any unauthorised third
party.

i) Staff should note that unauthorised discloswre will usually be a disciplinary matter, and
iii) Personal information should:

(a) Be kept in a filing cahinet, drawer, or safe in a secure office, or;

(b) I it is computerised, be password protected hoth on a local hard drive and on a
network drive that is regularly backed up; and

(c) I a copy is kept on a USB memory key or other removahle storuge media, that
media must itself be password protected and/or kept in a filing cabinet, drawer,
or safe.

Lotation of information and data:

Hard copy data, records, and personal information are stored out of sight and, in a
locked cuphoard. The only exception to this is medical information that may require
immediate access during the school day. This will be stored with the school medical
coordinator,

Sensitive or personal information and data should not he removed from the school
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site, however the school acknowledges that some staff may need to transport data
and on weekends. This may also apply in cases where staff have offsite meetings, or
are on school visits with pupils.
Thz}cuowmg,guuddmz&mmplaw}orswgﬂmorderwmduwﬂwmkoj&pmm
Paperwme&o;ﬂdataorpmonaLm}omwtwnshould,notbztakmoﬁthz

school site. If these are misplaced they are easily accessed. way to avoid taking a paper copy of

dumOjg&thsdwotsjm,thz
under any circumstances.
« Unwunted paper copies of data, sensitive information or pupil files should
he shredded. This also applies to handwritten notes iff the notes reference
any other staff member or pupil by name.
- Care must be taken to enswre that printouts of any personal or sensitive
information is not left in printer trays or photocopiers.
« If information is being viewed on a PC, stoﬂrrwsbensmt}wbthewmw
computers.
- I it is necessary to trunsport data away from the school, it should he
downloaded onto a USB stick. The data should not be trunsferred from this
stick onto any home or public computers. Work should he edited from the
USB, and saved onto the USB only.
« USB sticks that staff use must he password protected.
These guidelines are clearly communicated to all school staff, and any person who is
Jound to be intentionally breaching this conduct will be disciplined i line with the
seriousness of their misconduct.
Data Disposal:
The school recognises that the secwre disposal of redundant data is an integral
element to compliance with legal requirements and an area of increased risk.
Al data held in any form of media (paper, tape, electronic) shall only be passed to
a disposal partner with demonstrable competence in providing secwre disposal
services.
All data shall be destroyed, or eradicated to agreed levels meeting recognised
Disposal of IT assets holding data shall be in compliance with ICO guidance:
https://ico.org.uk/media/fororganisations/
documents/1570/it_asset._disposal_for_organisations.pdf

The school has identified a qualified source for disposal of IT assets and collections.
The school also uses Shred-it to- dispose gf sensitive data that is no longer required.

Data Access Requests (Subject Access Requests):

All individuals whose data is held by us, has a legal right to request access to such
data or information about what is held. We shall respond to such requests within one
month and they should be made in writing to:

Carlton school address......

No charge will be applied to process the request.
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4) Retention of Data
i) The School has a duty to retain some staff and pupil personal data for o period of time

5) Monitoring and Evaluation
This is ongoing; where any clarifications or actions are needed the Policy will be amended at

This is a link to the Government wehsite with full details of the GDPR 2018.
https://www.gov.uk/data- protection
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1.1

2.1.

2.2.

3.1.

3.2.

4.2.

PROTECTION OF CHILDREN -
DISCLOSURE AND BARRING

Policy af CARLTON C of. E PRIMARY
School

Introduction

The safety and wellbeing of children is paramount and CARLTON PRIMARY School

is fully committed to the rigorous implementation of the DBS Discloswre procedures
and arrangements.

Purpose and Scope of, the Policy

TMWWWWWW%WWWWW

in positions with access to children. The policy applies to all employees, prospective
employees, casual workers and volunteers. The principles also apply to contructors

and agency workers working at the School.

This document will be updated to reflect any changes made to the Discloswre and,
Barring Scheme at national level.

Equal Opportunities

The School is comumitted to equality for all and will treat all applicants and,
vacancies, existing employees and volunteers with a criminal record fairly and not
discriminate unfairly against them on the hasis of convictions or other information
revealed. Every member of staff has a responsibility to enswre that they do not
incite, perpetrute or condone any form of unfair discrimination, harassment or
bulluing i relation to- an individual’s criminal )

This policy incorporates a statement from the Borough Council with regard to the
recruitment of ex-affenders (see Annexe 1).

Recruitment Procedure

The Head teacher is responsible for determining the requirements of a DBS disclosure
Jor a new post with advice and support from the Borough Council as appropriate.
Job applicants and volunteers will he made awure at the earliest possible
opportunity of the requirement for the successful applicant to- undergo a DBS
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4.3.

4.4.

4.5.

4.6.

4.7.

4.8.

the need for compliance with the Childcare (Disqualification) Regulations 2009 (see
Appendix 5). TMWWMWWWWWMWQ&M
as the person specification.
It will also be made clear whether the post is exempted for the purposes of the
Rehabilitation of Offenders Act and if so, any conwviction, reprimand, caution or
wuamning must be disclosed even i these might otherwise be regarded as spent. (See
Annexe 2 and Appendix 1, paragraphs 15-19)
Recruitment literature will also state that the School is an equal opportunities
post in question and that a conviction is not necessarily a bar to employment. The
School recognises the requirements of the Department for Education document
entitled “Keeping Children Safe in Education’, The Childcare (Disqualification)
Regulations 2009 and the School Staffing (England) Regulations which states that
all appointment panels must include at least one person who has undertaken
appropriate safer recruitment training. The School will seek guidance from the Local
Safeguarding Children Bowd with regard to appropriate training.
Reference must also he made to the fact that the School operates to the standards af
the DBS Code of Pructice.
Shortlisted applicants for posts requiring a discloswre check will be required to
should be destroyed in a confidential manner.
Offers of employment should not he confirmed for posts requiring a DBS check or a
declaration in accordance with The Childcare (Disqualification) Regulations 2009
until the relevant disclosure has been obtained. ThesmcessJZuLcwmdat(adebe
informed that they are the preferred candidate and, that the School intends to- make
In accordance with the DPE document “Keeping Children Safe in Education” offers of
employment will be conditional upon a number of pre-employment checks: -
o Verification of the lidate's identity;
e Anenhanced DBS disclosure certificate;
e A satisfactory decdlaration in accordance with The Childcare
(Disqualification) Regulations 2009;
e A barred list check for a candidate starting work in regulated activity,
hefore the DBS certificate is avuilable;
e Confirm that a candidate to be employed as o teacher is not subject to a
prohibition order issued by the Secretary of State;
° Awmwmmmmmmwvmmmmmm
° vmﬁmms@mwmmmmmum
In exceptional circumstances it is possible that the School may, for reasons of
service delivery, make an offer of conditional employment in order to allow a key
employee to commence work prior to the completion of the DBS disclosure process.
(For posts affected by The Childcare (Disqualification) Regulations 2009 see
Mxﬂ Inthzsewaumtaxwe&th@Hmd,teachzrmlLarrangzﬁort}w
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4.9.

4.10.

5.1.

5.2.

5.3.

5.4.

5.5.

completion of the risk assessment form at Annexe 3 (and in accordance with
“Keeping Children Safe in Education” where the candidate is to commence work in
regulated activity before the DBS certificate is received, the School will carry a check
of the barred lists).

Where approvul is granted arrangements will be put in place to- monitor and,
supervise the individual. Such arrangements will be in place for as short a period as
possible.

It is a criminal offence for an individual to apply for employment for which they,
know they are harred or disqualified by virtue of their criminal record. It is also a
criminal offence to knowingly offer employment in a regulated position to such a
persor.

Disclosure and Barring Service

The DBS wus launched on 1 Decemhber 2012 and aims to prevent unsuitable people
information shows that they pose a risk of harm.

The previous ‘barred lists in England, Wales and Northern Ireland have been
repealed and replaced with two new lists; the Children's Barred List and the Adult's
Barred List.

Regulated activity is the statutory term used to describe specific activities which
inwolve working or volunteering with children (or vulnerable adults) and certain
situations where individuals have the opportunity to- have contact with children (or
vulnerable adults). It covers any such work, either paid or unpaid which is carried
out on a frequent, intensive or overnight (2.00am-6.00am) hasis but does not
include family, or personal arrangements.

‘Frequent’ is defined as once a week or more and ‘intensive’ as fowr days or more in

a single month. Work in any of the specified settings is considered to be regulated

activity if it is done frequently or intensively. Regulated activity includes (but is not

limited to) the following: -

e Specified activities such as teaching, instructing, supervising, caring for or
providing children with guidance or treatment;

e Specific positions such as school governor or director of children's or adults
social services;

o All activity undertaken within specified settings where there is an opportunity for
contact with children such as schools;

e Roles that involve managing or supervising, on a regular basis, the day to day

The School recognises that the safeguarding regulations introduced in October 2009
continue to apply including: -

e A person who is harred from working with children or vulnerable adults will be
breaking the law if they work or volunteer, or try to work or volunteer, with those
groups.
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5.6.

5.7.

5.8.

5.9.

5.10.

6.1.

e An organisation which knowingly employs someone who is barred from work

e The duty to inform the Disclosure and Barring Service of dismissals hecause a
member of staff has harmed a child or vulnerable adult remains. (Teachers may
also he referred to the National Council for Teaching and Learning).

e The Childcare (Disqualification) Regulations 2009.

In Octoher 2009 the right to ask for an enhanced DBS Disclosure wus extended to

all those who employ or use volunteers in regulated activity. Accordingly, all
school-based staff must undergo an enhanced DBS Discloswre clearance.

The DBS will maintain the barred lists and deal with all referrals.

The Borough Council and schools have a legal responsibility, to refer information to
the DBS when removing an individual from regulated (or controlled) activity or iff an
employee leaves while under investigation for allegedly causing harm or posing a
risk af purther harm. Managers throughout the School who have a cause for concerm
and who consider a referral is relevant should seek advice from the Head teacher
and from the Borough Council. Immediate contact should he made with the Local
Authority Designated Officer (LADO) for cases involving children. Should the
decision he to make a referral then the referral form should be completed by the
Head teacher. As the DBS will consider any, findings of fact in disciplinary,
proceedings should be forwurded to the DBS with the referral.

The DBS will inform the Borough Council iff an individual is placed on a barred list.
Anyone on a barred list cannot undertake regulated activity. Each case must he
the Borough Council to ensure compliance with legislation. Where there is no- option
of a statutory har.

Advice must also be sought if the DBS is considering placing an individual on a
harred list and hearing representations from the memher of staff. At this stage

consideration must be given to removal from regulated activity. A Pull risk
assessment would be required.

Disclosure and Barring and Umhbrella Body, Services

The DBS undertakes all vetting and barring checks. The DBS also provides a
disclosure service to enahle employers and others to obtain access to an applicant's

criminal record details when assessing their suitability, for employment. The School
recognises that the Borough Council is registered with the DBS as an umhrella

registered body and can process DBS registration applications and receive DBS
disclosure information on behalf of other employers or organisations. The School
notes that the Council will undertake the disclosure process in accordance with the
otlowi ncinles: -

e The level of check will he appropriate for the type of work heing undertaken;

e The Council will abide by the DBS code of conduct at all stages of the process;
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6.2.

6.3.

6.4.

6.5.

6.6.

e The Council will not use information contained on discloswre certificates to
pairly, discrimi st 4 ndividuals with @ crimingd Lin
accordance with the Rehabilitation of Offenders Act 1974;

e The Council will undertake all reasonahble efforts to ensure that contractors,
inciples;

o All disclosure information received by the Council will be handled, stored,
retained and disposed of in line with the DBS’s Code of Pructice (see Annexe 4).

It is recognised that enhanced checks are for posts involving work in a regulated
activity for a regulated activity provider with children. In general, the type of work
with the addition of a check af the new barred lists if requested and any locally held
police information considered, to he relevant to the job by the Chief Police Officer.
In @ small numhber of circumstances (typically to- protect the integrity of current
police investigations) additional information may be sent under separute cover to a
counter signatory. The applicant's copy of the disclosure would not refer to this
police issue such a separute letter the counter signatory's copy of the enhanced

example, staff working in or managing settings where children are under the age of
8 years must also be compliant with the requirements of The Childcare
(Disqualification) Regulations 2009 - see Appendix 5. As an equal opportunity
employer, the School will ensure that recruitment decisions are hased on the relevant
Jacts and criteria and that the requirements of the Rehahilitation of Offenders Act
are considered.

An individual's criminal record should he assessed in relation to the tasks and
work is to be carried out. It is also necessary to consider the element of risk that

making the decision: -

e Whether the conwiction or other matters revealed is relevant to the position in
question;

e The level of supervision that the postholder will receive;

e The seriousness of the offences or other matters revealed;

e The length of time since the offences or other matters revealed occwred;

e Whether there is a pattern of offending behaviour or other relevant matters;
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6.7.

6.8.

6.9.

6.10.

6.11.

6.12.

e Whether the applicant's circumstances have changed since the offending
behaviour or other relevant matters and

e The circumstances swrounding the offences and the explanations offered by the
individual concerned.

The Childcare (Disqualification) Regulations 2009.

Where a disclosure reveals convictions, which might have a bearing on the post
matter with the Head teacher. Any decision on whether or not to employ the
appear on a DBS discloswre may, in itself indicate the unsuitability of the applicant.
Decisions should he recorded using the risk assessment form (Annexe 3).

An applicant may wish to refute the information provided on the discloswre
directly with the DBS through the appeals process. In the event that this occwrs it
procedure is resolved.

In Circular BBSIC/09/24 schools were recommended to consider a three-year rolling
programme of DBS checks with regard to- all staff employed in the school. A 3-year
rolling check on staff employed in schools, in line with other areas of the Children's
Services workforce, will help to give reassurance that children are heing
appropriately protected. (It should he noted that this is not current Government
policy).

In the event that such a disclosure reveals information relating to- a criminal
conwiction that was not previously, known (or where a member of staff may be
disqualified in accordance with The Childcare (Disqualification) Regulations 2009)
an ohjective assessment must take place and the decision recorded as to whether the
individual can remain employed in that post. The employee may also be subject to
the school's disciplinary procedwres. The DBS disclosure review and risk assessment
Jorm (Annexe 3) should be completed in these circumstances. If it is felt that the
individual can no longer remain in post consideration must be given to redeployment
or dismissal. It is strongly recommended that in these circumstances the matter
should, be discussed with the Schools HR Advisers and Local Authority Designated,

Officers.

The School recognises that applicants can register with the DBS update service. This
enahles DBS certificates to be portable from one joh to another. As part of the
recruitment process the applicant will be required to share the DBS certificate with a
memhber of the recruitment panel and provide their up-to- date details so that a
status check can he carried out to ensure the certificate is valid. In the event that
the DBS certificate is not valid a full application will be completed.

The DBS cannot cwrrently access criminal records held overseas. In a small numhber
af cases, however, overseas criminal records are also held on the Police National
Computer and these would be revealed as part of a DBS Disclosure check. Some

countries have arrangements wherehy either the applicant or the Borough Council is
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7.1

8.1.

10.

10.1.

able to obtain a certificate of good conduct or a criminal record, extract. This
employment checks hefore taking a decision regarding appointment.
Authorised Counter Signatories

Bedford Borough Council as an umbrella registered hody has authorised counter
signatories who

e Oversee the operation of the check in proceduwre
e Ensure requests fall within the terms of the DBS
e Enswre that requests are made at the right time

e Ensuwre that information received from the DBS is released only to those who are
designated to receive it

e Ensure that the volues, requirements and principles of this policy are adhered to
at all times.

Complaints

AH@MH&O;BUWIVWW@WWWSMWW
proceduwre. (This may be the school's grievance procedure). If a preferred candidate
or employee helieves the information on their DBS disclosuwre is inaccurate it is their
responsihility, to verify their DBS discloswre directly with the DBS.

Work Experience Placements under the age of 18 years

as part of their continuing education, including work experience, who are under the
age of 18 and where contact is likely to be unsupervised, on a 1:1 hasis and is
Jrequent or intensive it is strongly, recommended that an enhanced DBS disclosuwre
check should he conducted.

Contractors and Agencies

The School will ensure that contructors and agencies supplying employees and
services to the School have a similar policy and guidelines in place that complies
with, the DBS Code of Pructice and safer recruitment proceduwres. Where necessary
the School will require evidence that contractors and other agencies meet the
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Lost Child Policy,

Purpose

The safety of our pupils is owr priority whilst they are in our care at school. This policy sets out our
procedures for dealing with the unlikely event of a child going missing.

R ihiliti

It is the Head teacher's responsibility to ensure that all relevant staff are aware of this policy, to
ensure relevant staff are aware of their responsibilities, what is expected and the procedures to follow
and to ensure that the policy is reviewed on a timely basis. It is the responsibility of all staff to read,
the policy and act at all times according, to its guidance. It is the responsibility of parents and carers
to ensure they provide correct and updated contact information on a timely basis and know the
procedures for handover of their child at the beginning and end of sessions. It is the responsibility of
govermnors to enswre they are awwre of the school's procedures and to challenge/support the school in
its review of this policy. The procedures aimed at reducing the risk of a missing pupil.

Procedwres and Systems in place

a) Start of the Day
Jrom staff to them and, them to staff.

Clear procedures for welcoming pupils into school. Headteacher/ memher of staff to greet children
at the gates from 8:40am. Gates are closed at 9.05am to enswre children cannot leave the school
site.

Ahsences
Ahsences will he monitored, in the following way:

e A first response contact will be made with parents/carers on the first day of absence. If no reason
Jorthe absence is received by 9.30am. If the ahsentee is a pupil whom there are already, concerns,

h) During Lesson Time

e Staff mark registers promptly and accurately - mormings and afternoons.

e If children are working outside, they must be supervised.

o Al staff must enswre that the external gates to any outside area are closed when pupils are

o If pupils leave the classroom security to work in other parts of the school enswre that adequate
supervision is maintained at all times and, all pupils are accounted, for on retwmn to the classroom.

e Updated contact information for parents and carers is sought and maintained.

e External doors are generally closed during the school day, with the exception gf lunch times and,
play times.

c) Playtime

e Pupils escorted to the external doors by, staff.

e Staff on the playground hefore pupils come onto the playground.
e External gates locked.
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d)

Dinner Time
As ahove

Inclusion Team avuilable at dinner time

Children going home unwell
The offlice keeps a folder with a record of children being sent home due to illness. The memher of

J) Home Time

Gates opened just hefore 3:30pm.

All pupils are collected from their classroom door. Members of staff are on each door to ensure
Pupils have sight of parent/Carer hefore they leave through the door

Pupils inform staff that they, can see parents/Carer so staff are aware they are leaving.

An up to date list in every classroom detailing how the pupils are to go- home and with whom.
Reviewed each year and maintained with up to date contacts when parents make any changes.
All changes are made in writing.

stoff.

The office staff keep a list of pupils who have not heen collected, as and when they are collected
their name is crossed off the list.

g) Visits
Thorough risk assessments and adequate staff/pupil ratios (no less than one staff memherto 8 - 10
Adeguate communication contact and a list of pupils/ groups to be taken on visits out of school.

Mohile phones taken on every visit and mohile contact numhbers left at school.
h) Forest School

e Children are escorted by staff from their classroom to the forest school site, which is within
the School grounds.

o Staff ensure that the children know the hounds of the Forest school area and should not go
outside this

e If a child does go missing, the staff shout “One, Two, Three, where are you?” Child should,
then respond one, two, Three, I'm here!" This will be introduced to the children in the form of
o game.
School gates are locked
All other school procedures for a lost child apply see below

Procedures in the Event of a Child Going Missing
a) Inthe event of a member of staff fearing that a child has gone missing while at school:
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Inclusion Team.

Staff will promptly but calmly round up all pupils and a designated member of staff will read the
group a story.

in one place.

AT THE SAME TIME all other avuilable staff will conduct a thorough search of the premises and notify,
the Inclusion Team member if the child is found immediately.

A thorough check of all exits to be made to make sure all gates/doors were locked/holted and there

are no other ways a pupil could have left the school grounds. If something is discovered this needs

to be drawn to the attention of staff immediately.

If the child has not heen found by the time the register check is completed the Inclusion Team memhber

will notify the Head teacher or next most senior member of staff.

The safety and care of other pupils is paramount so the security of the school and numhber of staff
nina to <o the ot ils in the schoot he ad L maintained while the. seard!

wlltum.

If the child has not been found after 10 minutes from the initial report of them as missing then

parents should be notified. The Head teacher or next most senior memhber of staff on site will decide

at which point the police need to be contacted. When contacting parents or carers please ask them to

bring with them a recent photogruph of their child.

Staff must try to remember and write down a description of what the child was wearing and any

distinguishing features.

If the missing child has any special medical or leaning needs then these need to he noted to be

disclosed to police or other agencies.

Management Support

The Head teacher will ensure that all staff memhbers and all new staff members are aware of this

Equal Opportunities

This policy will operute in accordance with the School's Single Equality Scheme Policy, Health and

Safety Policy, Child Protection/Safeguarding Policy and Education Visits Policy.
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Equality Accessibility Plan

Carlton Primary is an inclusive, values-hased school. Our vision statement states, “Every, child,
matters and every voice is heard. All children are challenged to achieve their full potential in a safe
and caring Christian enwironment, enabling them to- move on as well rounded, confident
md,lmdkw,l,sf prepwedw}mthz}{m Ourpouae&helpwemmthatwepmmatetm,

We ensure that all owr children:

Feel secure and know that their contributions are valued,

Are taught in groupings that allow them to experience success

Use materials that reflect a range of social and cultwral backgrounds

Have o common cwrriculum experience that allows for a range of different learning,
styles

Are set challenging targets that allow them to succeed

Partici pully, lloss, of, disahilities or medical needs.
outdoor activities, and to be wwuare that they are likely to take some of owr mud home with
them after a session at school. We encowruge a level of risk-taking, abways under close adult
adults. Children with medical needs or disahilities will be helped so they can take as full a
part as possible in Forest School sessions. Those with challenging behaviowr are risk-
assessed and may need one-to-one supervision, but their entitlement in Forest School
remains the same.

Forest School activities are designed, to- produce success and enjoyment. The woodland

enwironment is one to- which we all have an entitlement and we helieve the experiences we

For Further iformation please refer to the Carlton School accessibility plan on the school website:
https://www.carltoncofeprimary.co.uk/page/ ?title=Policies&pid =21

This plan links with our Equality Policy and Inclusion statement and should be read in conjunction
with this document. The Accessibility plan is monitored by the Head Teacher who reviews its
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Health and Safety

Accident and Emergency

First Aid

Hazardous Plants and Fungi
Biting and Stinging Minibeasts
Tools

Weather

Fire

Kelly Kettles

Cooking/Food hygiene
Insurance

Manual Handling

Risk Management Assessment
Risk-benefit Assessment

Welfare — Clothing, PPE, toileting, food and drink

At Carlton Forest school we follow the Health and safety policy of Carlton
VC Primary school which can bhe requested from the school office. All staff
Forest school is by nature an enwironment where children are encowrnged to
take managed risks. As part af the risk assessment process the Forest school
leader will consider the Risk Benefit Analysis. We helieve that with every
activity that contains risk there are also a wide range of henefits and this
experiences and activities. In addition to the school policies and plans
Specific Forest school Health and safety, information will be detailed here.



e Forest school is undertaken with a high adult to child ratio (see staff and
ratios page).

® Risk assessments are undertaken hefore each session and dynamic risk
assessments are made throughout the session. Should the forest school
ratio levels, safety measuwres or cease the activity.

e There will always be a qualified Paediatric First Aider in every Forest
school session.

o At all times staff will carry a fully charged working mohile phone.

o A fully equipped specific Forest School first aid kit will be on site and

e Children are reminded of Forest school rules at the beginning of each
session.

e Most accidents will be minor and be dealt with by, the first aider in the
unlikely event of serious Emergency Forest school staff will follow the
Accident and Emergency Action plan

Accident and Emergency
At Forest School We adhere to the school Emergency Action Plan:

remove the group from any further threat or danger. (Taken hack into the
First aider to assess the injury and administer to the casualty.

Adult helper to contact the emergency services (if applicable)
Contact school Office /SLT

- Natwre of incident

- Exact Location of incident

- Number of casualties & natwre of injuries (iff applicable)

- Time incident occwrred

- State what action has already been taken

G op W

6. Request any additional assistance required.

7. Respond to instructions of the emergency services / School/County Education
Emergency Response Team.

8. DO NOT speak directly to the media, refer any enquiries to the Headteacher
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First Aid
e There will always be a member of staff with cwrrent paediatric first aid in attendance
at every Forest school session.
o A fully equipped specific Forest School first aid kit will be on site and checked and,
e Any first aid incident will be logged. in the CPOMS system.
e As Forest school is on site in the Carlton School grounds further first aid resowrces are

Hazardous Plants and Fungi

e Children are reminded that they are not to pick or eat anything unless an adult is
e Any hazardous plants or fungi which are identified during the Risk Assessment will he
pointed out to the children and they will learn to identify them and treat them with
respect.
e If a child does have an adverse reaction to contact with or ingestion of a plant or
emergency procedure.
B. . l S . . M. .l
any children who are allergic to bites and stings. The relevant medical equipment (i.e.
Antihistamine, EpiPen) should be carried in the first aid hag.

If a tick is found on a child a plaster should be put over it and the parent / guardian

Adverse Weather

As a forest school we do subscribe to the mantra that “there is no bad weather, just
inappropriate clothing’. We will endeavour to- continue forest school sessions in all weathers,
however we do accept that there are rare occasions when extreme weather might make it
unsafe to continue.
Reasons to cancel:

e Snow is falling rapidly, freezing and slippery ground. Children have arrived

e High wind causing risk of falling branches or trees

e Thunder storm, thunder growing louder and lighting visible.
It is the responsihility of the Forest School Leader to ensure local weather information is up
to date hefore the session. The Forest School Leader is responsible for deciding to continue or
cancel a Forest School session due to adverse weather-
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Tool Palicy

Using and caring, for tools is an important part of Forest school; it develops
new skills, increases self-confidence and responsihility and builds fine and
access to. Tools will include:

Bow saws,

Pruning saws,

Loppers,

Knives

Drills

Wouoden mallets secatewss
Bill hooks

Before each session Forest School leaders will demonstrate the safe use, storage and
hefore they are permitted to use them.

Tcensumsa}etgam

® Check the tools are in good condition and safe to use, before each sessiomn.

e Keep tools in the Forest school shed when not at site, which is kept locked at all

times..
K%P’tom tool bag or lockable tool box and accessed only by adults.
Y . chwwoi&cubbz}crreu/seand,maﬁteru,s@ checking them,
° SWmedﬂwmmm
e Never leave tools unattended outside when not in use.
e Replace all protective covers immediately after use.
e Never wulk around, or permit others to walk around, with
antwnsu}@wmkmg,dwmm&(Bwod/BubbLe)
Wear protective gloves on the ‘helper hand, when using toots.
Clean the tools at the end of each session
Sharpen tools regularly

Knives

When using knives, we:

work within a specifically designated zone.
Replace the sheath when not in use.
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e When using knives, each person will sit well out of reach of others (Blood
Buhble).

Fire Procedwre

Fire araft is a vital and rewarding part of forest school. With the following
Children will be taught how to light and build fires safely, how to use Kelly Kettles,
how to move around the fire zone safely and how to cook on the fire using various
different methods.
To maintain safety, we:
e Only use dry dead wood to bwm, which creates less smoke
e If smoke is blowing in our faces we twn owr face away and cover owr
Jace with our hand and count to 30.
e Only light fires in the designated fire zone
e Only light fires using suitable materials and with adult supervision
o memwmmwmw@m}m
R o Delineate the fire site with 4 logs to contain
8 . Sitﬂn@onbznphe&umthzseaﬁng,ring/t&
S 1.5m away. Only one child at a time wus allowed

= Only move around the fire area on the

{ o Abyvays have adult supervision of the fire
Abwvays have a bucket of water and fire blanket within reach.

Abways have a bumns kit with us

Use heat proof gloves

Abways extinguish the fire at the end of each session and leave the site




Inner circle - No walking, in

— ' this area only one child to
move at a time under adult
.
Kelly Kettles

e Children must only light the Kelly kettle under direct supervision of the Forest
School Leader.

o Abwvuys place the Kelly kettle on a paving slab or flat, clear ground.

e Children must sit on the henches in the fire seating ring at least 1.5 metres
away from the Kelly kettle.

e Children can feed the fire with one to one supervision but they must have
been shown how to do so safely. (stick held at the end and dropped in from
the side; hand should never be placed over the top of the kettle).

e Fuel should burn itself out, but if it doesn't it must be extinguished with
wuter.

e Alwuys remove the stopper before hoiling the Kelly Kettle.

e Only Adults, wearing safety gloves, should remove the Kelly Kettle from the
off. Taking care not to put their hand ahove the chimney of the kettle or over
the spout.

e Only adults will put the kettle on and take it off the fire bowl.

Food Hygiene

e Forest school leaders will hold a cwrrent Food Hygiene certificate to ensure
that all food is handled safely according to correct procedures.

e Children and adults will wash their hands with soup and water prior to
wulking to the site.

e Hand sanitiser will be avuilable at site

e Foud/ingredients will be stored at correct temperatures prior to the session
and checked to ensure they are in-date and not subject to contamination by,
pests, mould etc

e Foud preparation may take place at the site
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e Utensils will be retumed to the school building to he washed in hot soupy
wuter.

e Forest School Leaders will check medical records to ensure children with food,
allergies are not exposed to the allergen.

e Al hair will be tied back and loose clothing secwred, prior to cooking on a
campfire.

Inswrance

Carlton School is @ memhber of the RPA (Risk Protection Arrangement). The
Department for Education's risk protection arrangement (RPA) is a voluntary
arrangement for academies, free schools and local authority-maintained schools. It
is an alternative to inswrance through which the cost of risks that materialise will be

Owr Membership numher is 109610

(1) EMPLOYER'S LIABILITY

Limit of Indemnity Unlimited

(2) THIRD PARTY PUBLIC LIABILITY

Limit of Indemnity Unlimited

(3) PROFESSIONAL INDEMNITY

Limit of Indemnity Unlimited

(4) PROPERTY DAMAGE
Loss of or damage by any risk not excluded to any property owned by or the responsibility
of the Member including property the responsibility of the Member due to a lease or hire
agreement Cover

Limit Reinstatement value of the property

For Further Details please ask at the school office.

Manual Handling

Forest School is a physical experience and aften things need to be lifted and moved.
Adults should consider the safest way to lift an ohject or decide not to lift it at all.
There are a numhber of methods to consider which will reduce the risk of injury.
Practical iderations. to- reduce risk of injury include:

e Do not lift anything that they feel exceeds their capahbility.

e Seek help from others to support manual handling.

e Use equipment such as trollies, wheelbarrows or sack barrows to
transport heavy or awkward items.

e Make sure there is adequate space around yow with nothing in the way.
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o Alwuys hend the knees, not the back.
e Adopt safety measures to lift safely.
The full Carlton School Manual Handling Policy and guidance can he obtained
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Emergency Location of Site R I mewmnb
Telephone Site is located on school grounds between the school building and, the
Numbers main, field.
28 The Moor,
Carlton,
School :01234 Bedford
720281 MK43 7JR
Latitude 52° 11 28"N 000° 36'16" W
Ambulance :999 Grid Reference for Air Ambhulance: SP95496 55695
What 3 words - describes: congas: hydrant SUSTA]NﬁBLE
ETHICAL CONNECTED TRAINING
Activity Forest School Date 11.1.23
Location School Grounds natwre area School / Visiting Group Carlton VC Primary School
Responsible staff FS Lead B. Nouh Possible Visitors to site Parent helpers
Support staff: Class teachers and,
TAs
Risk Assessment written by Signature Risk Assessment
C. Williams and B. Noah C. Williams, Checked/Approved by
Position: FS Leaders B. Nouh
Location of nearest Defibrillator and Code (if known) | Outside the door of the Village/School hall. code given when the numhber is called.
Person(s) responsible on site for 1%t Aid. Cert. type
Date of Cert expiry.
Mrs Belinda Nouh Paediatric First Aid 01/25
Mrs Caroline Williams Paediatric First Aid 14/27
Mrs Naomi Muldowney Paediatric First Aid 06/27
Miss Victoria McGruth Paediatric First Aid 14/27
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Mrs Jo Bevis Paediatric First Aid 06/26
Miss Rosie Ireland, Paediatric First Aid 14/27
Miss Sarah Coxon Paediatric First Aid 14/27
Miss Jasmine Notaro Paediatric First Aid 14/27
Miss Patricia Taylor Paediatric First Aid 14/27
Generic Site Risk Assessment
The Hazard Who could | How could Level of risk | Control Who will carry | Level of risk
be harmed? | they be (with no control out control (with control
harmed? ihsvichan measures and | jo22 "
High when (before or | High Medium Low
Medium during activity)?
Low
Children and | Drowning, High Lead and support staff ohserving Jorest leads Medium
Pond Adults death the children at all times and head
Fire Pit Children and | Burns High Lead and support staff ohserving at | forest leads Medium
Kellie Kettle Adults death all times and head
safetyy talk
max of 4 with Kelly kettle max of 3
Uneven ground Children and | Cuts bruises | Medium Assess the ground when doing a Jorest leads low
Adults broken hones safety wulk before the session. and head
head injuries show and talk to the children about | teacher with
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Stones and rocks Children and | cuts Medium Remove any sharp rocks when Jorest leads Low
Adults bruises assessing the area and head
and cuts
Falling Branches Children and | broken hones | High check the weather wind, speed. Jorest leads Medium
Adults head and, regular checks on the trees and and head,
brain injury safety checks by a professional tree | teacher with
death surgeon support stafp
Low twigs and, Children and | eye head Medium safety wulks hefore session Jorest leads Medium
branches Adults injuries cutting back any branches which and head
scratches talks on eyes and head, injuries support staff
cuts when around, the area
bruising,
Poisonous plants Children and, | death High checking the site regular Jorest leads Medium
(lords and ladies, Adults sickness teaching the children on eating, and head,
Ivy, elder) stomachs the site support staff
Irritant or stinging | Children and | skin uritant | Medium teaching and showing the children | forest leads low
plants Adults breathlessnes which plants can sting or urritate and head
(Ivy, nettles;) S skins and lungs teacher with

support staff
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Thoms on plants Children and,
(hawthorn, Adults
hramhles)

Scrutches to | Medium Point out to children any Jorest leads Low
including, remind them to be awwre of their teacher with

Risk Benefit Assessment

Which activity is this assessment for?

Consider the benefits to the children
of allowing this activity to take place:

Using Rope and String,

e  Improved physical Development hoth fine and, e  Creative and imaginative development improved,
gross motor skills, increased fitness, strength and e  Comumunication and Language skills development
physical stamina e  Improved knowledge and understanding of the

e  Problem solving ernwironment and owr impact on it.

° Reasoning, e  Social and Emotional development

e  Perseverunce and resilience, e  Cooperuation skills

e  Improved motivation, focus and concentration, e  Improved spatial awwuareness

e Abhility to analyse risk developed, e  Improved understanding and relationship

° Improved wellheing, confidence and self-esteem, hetween adults and children.

The Hazard Who How could Level of risk | Control Who will carry out | Level of risk
could be | they be (with no control control measures (with control
harmed? | harmed? Do) and when (veforeor | measures in

during activity)? place)

Rope slipping | Children Friction bums | Low e Encouwruge children to work together, share, and, | Forest school leader | Low

through hands. | and. adults to use the rope and string, carefully, and assistants.

ope getting Children Strungulation | High e Ensure children follow safety procedures, never o Medium to low
around neck carrying rope around the neck.
_ _ | * _ | Children will abide

Rope orstring | Children Falls, bumps High e Ensure loose rope or string is not left lying by rul hichwill, | oW

hecoming and adults | grazes head around on the floor but always kept neat and b, itored, and

tangled, injury Death tidy
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around legs or maintained by

Jeet. adults

Rope tied Children Falls, bumps High e Ensure rope is high visibility and not tied across Medium

creating a trip | and adults | grazes, rope any paths

or garrotting burm head

hazard, injury Death,

Which activity is this assessment o1|ecting atwal Materials

for? ¢ N M

Consider the benefits to the children | ¢  Improved physical Development hoth fine and e  Creative and imaginative development improved

of allowing this activity to take gross motor skills, increased fitness, strength and e  Comumunication and Language skills development

place: physical stamina e  Improved knowledge and understanding of the
e  Scientific classification erwironment and ouwr impact on it.
e  Identification skills e  Social and Emotional development
° Reasoning, e  Cooperution skills
e  Perseverunce and resilience, e  Improved spatial awareness
e  Improved motivation, focus and concentration, e  Improved understanding and relationship
e  Ability to analyse risk developed, between adults and, children.
e  Improved wellbeing, confidence and self-esteem,

The Hazard Who could | How could Level of risk Control Who will carry out | Level of risk
be they be (with no control control measures | (with control
harmed? harmed? measures in and when (before or | measures in

place) during activity)? place)

Rough or Children Scrupes, gruzes low e Remind children to look at where they are Forest school low

materials about to touch~ does it look sharp or rough? Do they | assistants. before

need to be careful if they choose to hold, it? and during
.
Tripping and, | Children Bumps, Medium to e  Remind children to look at where they are Medium to low
Jalling and adults | bruises, high treading and going and to think ahout what they are | Children will
scrapes and, ahout to do. abide by rules
gruzes, head e  Clear and maintain paths which will be
bumps, monitored and
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concussion, maintained by

hroken hones. adults
Poisonous or | Children Poisoning, Medium to e  Teach children ahout which plants are safe and Medium to low
irritant and adults | Upset high which are dangerous to touch.
suhstances stomach, e  Remind them that we never put anything in our

Death mouths unless an adult says it is ok

Skin urritation, e Remind them not to put their fingers in their

chemical burns mouths or near eyes when they have heen touching

e  Remove any giant hogweed iff any grows.

Which activity is this TO’OL Use

assessment for?

Consider the benefits to the e Improved physical development hoth fine and gross motor | e Creative and imaginative development improved
children of allowing this activity skills, increased fitness, strength and physical stamina e Communication and Language skills development
to take place: e Problem solving, e Improved knowledge and understanding of the
® Reasoning, erwironment and our impact on it.
e Perseverunce and resilience, e Social and Emotional development
e Improved motivation, focus and concentration, e Cooperation skills
e Ability to analyse risk developed, e Improved spatial awuareness
e Improved wellheing, confidence and self-esteem, e Improved understanding and relationship between
adults and children.
The Hazard Who could be | How could Level of risk Control Who will carry Level of risk
harmed? they be (with no control out control (with control
harmed? measures n measures and measures in
place) when (before or place)
during activity)?
Saws Children or Cuts, loss of | High ® Bow saws are carried blade downwurds Forest school Medium to low
adults limh, ® Pruning saws are carried folded up leader and,
Death e Protective guard is abways on when not in use. | assistants.
e Helper hand wears protective glove hefore and,
e Children and adults taught correct use during activity

e Saws locked away when not in use
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e Saws are checked hefore use to ensure they are | Children will
e 1 to 1 supervision which will be
Knives Children or Cuts, loss of | High e Knives are carried inside their protective sheath. | monitored and | Medium to low
adults limh, e Protective sheath is always on when not in use. | maintained by
Death e Knife is passed. to- another handle first. adults
e Helper hand wears protective glove
e Children and adults taught correct use and
e Knives locked away when not in use
e Knives are checked bhefore use to ensure they are
e 1tol supervision until safety measwres imhedded,
e Blood Bubble respected
Bill Hook Children or Cuts, loss of | High e Billhooks are carried inside their protective Forest school Medium to low
Death blade downwuards. assistants.
e Protective wrapping is abways on when not in hefore and
e Billhook is passed to another handle first.
e Helper hand wears protective glove Children will
e Children and adults taught correct use. abide by rules
e locked away when not in use which will he
e Billhooks are checked before use to ensure they | monitored and
e 1to1 supervision until safety measures imbhedded | adults
Blood Bubhle respected,
Loppers and Children or Cuts, loss of | Medium e Loppers are carried by the side of the leg Forest school low
e Secatewrs are carried by the side, always blades | before and

e They are handed to another handle first.
e Helper hand wears protective glove
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e Children and adults taught correct use. Children will
e Do not cut anything thicker than a thumhb abide by rules
e locked away when not in use which will he
® Checked hefore use to enswre they are in good monitored and
e 1tol supervision until safety measures imhedded | adults
Drills Children or Cuts, Medium e Drills are carried by the side. Forest school low
adults e They are handed to another handle first. leader and
e Helper hand wears protective glove assistants.
e They are used on a stable surface such as a log | before and
palm.
e Children and adults taught correct use. Children will
o locked away when not in use abide by rules
® Checked hefore use to enswre they are in good which will be
e 1to1 supervision until safety measures imhedded | maintained by
adults
Which activity is this assessment :
Fire croft
Consider the benefits to the children | e Problem solving, e Improved motivation,
of allowing this activity to take ® Reasoning, e Improved focus and concentration,
place: e Perseverunce, e Risk analysis skills developed,
e Resilience, e Fine motor skills developed,
o Increased skill levels, e Improved wellbeing and self-esteem,
e Comumunication and Language skills development e Improved relationship and understanding hetween
Improved special awareness adults and children.
The Who could be | How could Level of risk (with Control Who will carry out | Level of risk
Hazard harmed? they be no control measures control measures | (with control
harmed? in place) and when (before or | measures in

during activity)?

place)
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Fire Children or Bumns High e Create a clear area on the floor with logs to Forest school Medium to low
e Teach children the safe stance when nearthe | assistants. Before
Jire and during
e Impose a sitting circle 1.5m away, from fire. activity.
e All movements take place outside this circle. Children ahide by
(see fire procedures p41 of handbook) rules.

Which activity is this assessment for? CO’O’I@U’Lg/ on prmjllm or KeUAg/ Kettl@

Consider the benefits to the children e Problem solving, e Improved motivation,

of allowing this activity to take place: | e Reasoning, e Improved focus and concentration,

e Perseverance, e Risk analysis skills developed,

® Resilience, e Fine motor skills developed,

e Increased skill levels, e Improved wellheing and self-esteem,

e Communication and Language skills development e Improved relationship and understanding hetween
e Improved special awareness adults and, children.

The Hazard | Who How could Level of risk | Control Who will carry Level of risk
could be | they be (with no control out control (with control
harmed? | harmed? ooy measures and measures in

when (before or place)
during activity)?

Fire, boiling | Children Bums and High e Create a clear area on the floor with logs to mark | Forest school Medium

Jood and Death, e Teach children the safe stance when near the fire | assistants. before

steam e Tech children safe method for fuelling Kelly Kettle | and during activity,

e Impose a sitting circle 1.5m away from fire.
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1.1 supervision when a child approuches the fire
or Kelly, kettle.

o All movements take place outside this circle. (see
Jire procedures p41 of handhook)

o Only, adults move Kelly kettle (see Kelly Kettle
procedures p42 of handhook)

Children
and adults

Upset

Food

Medium to

e All participants wush hands before activity with
soap and warm wuter.

oFS Leaders have hygiene certificate

e Hand sanitizer avuilable at site.

e Cooking utensils are clean hefore use and wushed,

o Children and adults reminded not to touch any

e Long hair tied hack

e Ingredients kept refrigerated (if necessary) until
brought to site.

eSee page 42 of handhook

Children will abide

by rules which will

he monitored and
intained by

Medium to low
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Dynamic Risk Assessment
Forest School is a child led, holistic approuch to education and as such sometimes
bounds of the formal risk assessments. At this point the Forest school leaders will
engage in a Dynamic Risk Assessment. This involves closely ohserving what is
happening and deciding if further measuwres need to be put in place to preserve
safety levels while maintaining learning opportunities.

The Child in Forest school

|
Child directed activity has gone beyond
constraints of formal risk assessment

Yes Assess situation: No
Is the activity likely to cause harm?

Are the risks proportional to the Alow q:‘rrmdren v

benefits to children's needs? Yes continue to direct

Are there safer alternative
approaches to this activity that Yes
support children's needs?

L 4

Introduce alternative
approach to activity

— Could the situation be Yes Establish new
No * resolved through opportunities
diversion or establishing <
new opportunities?

Has the situation E:‘:’El
become an incident?

I—hl—’ Can the hazard

¥ be removed?

MNo
L J +

Behaviour Management Follow Emergency Operational
1. Deal with the behaviour causing the procedures:
incident
2. Re-establish ground rules or group Decide if the session can continue.
agreements Consider:
3. Log the incident and reflect on the Does the location need to change?
feelings and needs of the child/ren that Can ratios be maintained?
cause that behaviour Do other agencies/services need to be
4 Discuss with other staff invalved?

Original document by, Dan Rees-Jones Playworker Partnerships 2008 Adapted by Lily, Horseman and BEYCP Play Team July 2008
Adapted, for Forest Schools by, Kindling wwwrkindlingplayandtraining.co.uk 2011
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Welfare
As ouwr Forest school site is within the grounds of the school we are lucky that we
are close to the building should we require any of the facilities.
Toileti
Children will he reminded to go to the toilet hefore we leave the building but should
they need to go- again during the session they will return to the building to- use the
Jacilities as they would from the playground at playtime by alerting o memher of
staff that they need to go- and then wulking back.
Clothing
Appropriate clothing is essential to take part in forest school. Parents will be
informed in advance af their child attending forest school and will be expected to
provide appropriate clothing (see children's kit list p8). The Forest School Leader has
the right to exclude any child which they consider to he inappropriately dressed for
Personal Protective Equipment

Personal Protective Equipment (PPE) will be provided for all memhers of the group.
The Forest School leader will teach everyone when and how to use PPE
appropriately.

All attendees taught the use of, and provided with correct PPE.

Please refer to the Risk Benefit Assessment for correct proceduwres for activities
Adults must always motdel the correct use of PPE when engaging in activities.
PPE will he checked before and after every session to ensure it is in correct
working order, not broken, in date and not worn out.

Food and Drink

As we are on the school site there will be no need to bring food to the Forest school
Children will be asked to bring their own wuter hottle to the site so they can access
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