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Forest School Handbook  

2020-2021 

 

Article 28: You have the right to a good quality education. You should be encouraged to go to 

school to the highest level you can. 

 

  
 

 

 

 

 

Reviewer: C Breare 

Reviewed: September 2020 

Approved by Local Advisory Board (LAB):  October 2020 

Due for review: September 2021  

 

This handbook is for use by both Forest School Staff and Grange Academy Staff and/or Volunteers. The 

policies within the Handbook are closely linked to all the policies that Grange Academy adhere to on a 

day-to-day basis. Further details of all the Grange policies can be found on the website 

(www.grange.beds.sch.uk).  

 

 

http://www.grange.beds.sch.uk/
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Forest School Site Information 
Access to the site is via the school itself or via the gate at the back of the kitchens.   The gate can be 

unlocked using the standard padlock key. If necessary, in an emergency access can also be gained 

around the side gate next to Addison Park (also padlocked). Emergency vehicles can enter via the school 

pathway and through the gates to the field.  

School telephone number:   01234 407100 

Postcode:      MK42 8AU  

OS grid reference:  TL 0276 4746 

Latitude: 52.11600113  

Longitude:  -0.50059118 

What3words: (exact site location) congratulations.juices.robots 

        

What is Forest School at Grange Academy?   

Forest Schools in the United Kingdom have been adapted from a Scandinavian approach to learning. They 

originated in Sweden in the 1950s and first came to the UK in the mid-1990s when a group from Bridgwater 

College in Somerset visited Denmark and witnessed children playing outside, leading their own activities, 

cooking on open fires, climbing and using tools. They were inspired by what they saw and started to run 

their own Forest School sessions in the UK. Since then, Forest Schools have become increasing popular 

across the country. It is based on the idea that children can develop enthusiasm for education through the 

appreciation of nature, and Forest schools have found to boost pupils’ confidence and improved their 

behaviour and social skills.  Forest school is holistic learning through play and exploration, children learn 

about the environment, how to handle risks and use their initiative to solve problems and to co-operate with 

others. It can be inclusive of, or separate to the requirements of the National Curriculum. We aim to allow 

pupils to instigate, investigate, test and be curious about the world around them, allowing for all pupils to 

participate and succeed within the activities. 

We believe in children’s need to play, and the need to access and experience the outdoors. Pupils should 

be exposed to controlled risk and the reality of the natural world. They should experience a healthy range 

of emotions, through all the challenges of social interaction to build a resilience that will enable a continued 

and creative engagement with their potential, their peers and their environment. 

Children will engage in motivating and achievable tasks and activities throughout the year and in almost all 

weathers. Children will work with tools; play; learn boundaries of behaviour (both physical and social); grow 

in confidence, self-esteem and motivation whilst developing an understanding of the natural world.  

Pupils are exposed to the passage of time, from the changing day, through changing seasons to the 

contemplation of an ancient tree or natural soils and rocks. They dynamic of our outdoor classroom; an 

infinite source of smells, textures, sounds, tastes and experiences; a range of visual stimuli from near to far, 

high to low, very big to very small; and the innate layers of time (recent and historical, cultural, spiritual and 

mythological) speak of our all-encompassing relationship with our environment. 

Our lessons always have aims and objectives based on engagement, behaviour, social interaction, 

enjoyment and encouraging independent learning, as well as interweaving personal targets and whole 

school key focuses where possible. 

6 Key principles of Forest School 

1. “Forest school is a long term, repetitive learning process that uses a natural outdoor space”  

2. “Forest School empowers children and young people to take responsibility for their own learning and 

development”   

3. “Forest School promotes holistic, individualised learning and development”   

4. “Forest School encourages emotional growth, self-esteem, confidence and independence” 

5. “Forest School is facilitated by qualified Level 3 Forest school Practitioners”   

6. “Forest School instils a deep respect and awareness for the natural world and reconnects 

participants to their environment”   
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What makes Forest School different and special at Grange Academy? 

The learner centred approach enables all round (holistic) development as well as highlighting everyday 

choices can affect how and what we learn. Physical activity promotes mental and physical wellbeing 

which is a key focus for our pupils. The repeated visits to a local natural environment over a range of 

seasons enables our pupils to progressively build on skills acquisition over time, with the same leader in the 

same setting, giving unique learning opportunities. Forest School offers pupils a means to engage in a 

positive way with their local outdoor environment; engendering respect and a more knowledgeable 

approach to our environment, viewing it as something to be valued and managed sustainably. A key focus 

of FS is the development of relationships with positive interaction between different people. Forest School is 

process not product led, so it’s not so much about what you learn as about how you learn it. It has a low 

leader:learner (adult:child) ratios encourage development of personal skills as well as ensuring safety and 

progress. Importantly, Forest School can provide opportunities for emotional review and regulation within a 

repeated, safe environment. This can lead to gains in emotional literacy (processing and learning how to 

vocalise feelings of self and others during sessions). It provides opportunities to grow in confidence, self-

esteem and independence. Learning in a multi-sensory way enables the physical and mental skills learned 

to be remembered. 

 

Mission statement:   
Through weekly visits to our Forest schools site every child will access learning and development within the 

natural world around them. Every child will succeed through inspirational, stimulating, hands on 

experiences, developing their self-esteem, confidence and responsibility.   

 

Our Forest School area:  
➢ Is part of Grange Academy School grounds 

➢ Is situated at the back of the school playing field;  

➢ Can be entered through a padlocked gate, or through school; 

➢ Is not open to the public 

➢ Is frequented by smaller fauna such as rabbits, hedgehogs, badgers, foxes and squirrels 

➢ Features a number of trees within the school grounds, including yew, walnut and beech. 

➢ Features a mixture of flora including ferns and the brambles which are regularly cut back   

➢ Has no access for vehicles 

➢ Has no running or standing water 

➢ Has a designated fire pit area and the rules regarding are consistently enforced. 

 

 

Learning and Development  

The Forest School approach to learning is holistic and compatible with the Early Years Foundation Stage 

(EYFS). It covers all areas of the EYFS and allows children to learn and develop in their own way and at their 

own pace. Sessions are flexible and tailored to meet the needs and interests of individual children, their 

communication and learning needs and Education Health Care Plan (EHCP) targets.  Through our lessons 

and the experience, the pupils receive, we aim to give: 

• high quality and sustained learning through our natural environment 

• kinaesthetic learners can express and build upon their skills and develop new ones 

• children are provided time and space to develop at their own pace 

• encouragement for creative thinking and problem solving 

• support visual learners as the environment is ever changing 

• support to auditory learners and the environment is full of different, ever changing sounds. 

• A classroom without wall for children to sit, lie, lean and stand to observe their surroundings in their 

own way and own time. 
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Grange Academy Forest School Curriculum Content: 

Throughout the year, we plan to explore our environment and recognise the different seasons and changes 

they bring. Within the different seasons, different tasks and activities will be organised to support the pupils 

learning, development and enjoyment of being outside. Through these tasks we aim to develop 

independent learners, who have the confidence to try new ideas and explore their own interests. Activities 

may include: 

o Understanding boundaries 

o Tool use 

o Studying wildlife; identifying and discussing 

o Participating and leading group and team games 

o Sensory activities 

o Finding objects through colour, texture, size 

o Organising and sorting by criteria 

o Shelter building 

o Tracking games 

o Fire lighting 

o Cooking on an open fire 

o Using a Kelly kettle 

o Art and sculpture work 

o Pattern seeking and predicting 

o Woodland and traditional craft (e.g. jewellery) 

o Stories and drama 

o Physical movement activities (climbing, digging, transporting, dancing 

 

Assessment and Monitoring Progress 

Teachers and LSAs will complete initial baseline assessments (Appendix 1) for all pupils. Assessment and the 

monitoring of progress will be happening continually throughout the sessions and within agreement of all 

staff present. Staff will be encouraging pupils to reflect on the progress they are making. As with all lessons at 

Grange, EHCP target trackers are employed to develop and engage individual targets. Feedback for 

summative assessments will be given to Form tutors termly. In the moment evidence in the form of videos 

and photos will be captured for individual pupil’s portfolios. This media could be used in Newsletters and the 

School Website/Forest School Blog within school policy guidelines (Data Protection Policy, Appendix 2; E-

Safety Policy, Appendix 3) and consents provided by parents (Appendix 4; Grange Academy Media Usage 

Consent). 

 

Some (but not all) benefits of Forest School: 
Physical health Increased physical activity reduces the chance of obesity and increases bone 

density (reducing chances of osteoporosis) whilst increased oxygen levels from 

being outside can increase brain function.   

Mental health Spending time in green spaces reduces Cortisol (a stress chemical) levels in the 

brain and therefore has a calming influence. The reduction in cortisol also increases 

receptivity for building neural pathways (learning) in the brain 

Social Playing and learning outside can help to develop communication, teambuilding 

and language skills.  

Risk awareness Playing outside allows children to learn about risk assessment and risk taking. 

Children that are exposed to acceptable levels of risk at a young age are less likely 

to make bad judgements in the future. 

Behaviour Due to the calming effect on the brain and the increase in physical space outside, 

improved behaviour is often noticed. 
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Forest School Code of Conduct  

Our Forest School Golden Rules during Forest School sessions:  

• Talk quietly and listen carefully; let others have a turn too! 

• Always listen to the grown-ups 

• Always walk in forest school (except for games directed by an adult).  

• Return to Base Camp when an adult shouts, “1,2,3 where are you?” or makes the “duck call” or sings 

“Are we listening?”.  

• Never throw any objects    

• Respect each other; be kind to each other, share and take turns (Rewards and sanctions in line with 

School Policy – Appendix 5)  

• Look after each other, books, pictures, tools and equipment 

• Be careful with the drinks and always tidy up.  

• Tell your grown-ups about your day - They are always interested! 

• Wash or wipe your hands before eating.  

• Always stay inside the boundary unless a leader is with you.  

• No throwing or swinging things around. They may hurt someone.  

• Put things back so that the forest stays tidy and the animals safe. 

• We look after plants and animals  

• We are sensible with tools and fire and follow the rules carefully  

• We look after ourselves and clean our hands after touching plants or animals, after going to the 

toilet or before having our snack  

• We don’t pick any plants or flowers unless we are told we can   

• We don’t put anything in our mouths  

• If the whistle is blown three times, there is an emergency and everyone must gather together 

immediately  

• We never wander off without a grown up 

Boundaries  

Boundaries in the Forest School area will always be clearly marked with blue rope. Children will be allowed 

to explore full school grounds as these are secured daily. Children will know not to go beyond these areas, 

and staff have access to walkie-talkies and mobile phones to contact FS staff and School Staff if necessary.  

If a child is out of sight, the FS team will then shout ‘1, 2, 3, where are you?’ The child should reply ‘1, 2, 3 I’m 

over here’. This strategy has been introduced to the children through a game and practised many times.  

Picking up and playing with sticks  

Children can carry sticks no longer than their arm’s length but they must (or must be assisted in making sure) 

make sure that they think about how close they are to other children.  Longer sticks can be dragged or 

carried with a child at both ends.  Sticks must not be thrown, nor should children be allowed to pull them 

from living trees.  

Tree climbing  

Adult:child ratio must be 1:1. Check ground cover for sharp objects and check ‘climbing trees’ for loose 

and rotten branches. Children are allowed to explore to their own limits (usually twice their height but can 

change based on physical and cognitive needs and understanding of the child) an adult will intervene if 

they feel that their choices are unsafe.  Children will not be allowed to climb higher than an adult’s arm 

reach or chest height. (This will be taught). Unsafe or tempting trees can be marked with a hazard tape. 

Rope and string use  

Encourage connecting and transporting materials. They will be prevented from tying up other children or 

themselves!  If a child has a good idea and wants, for example, to try to build a rope swing do help them 

and use the chance to model appropriate knot tying.  Provide visuals and references to support 

independence. All string and rope must be collected up at the end of the session. 



 

Page 7 of 150 

 

Carrying & transporting materials  

Pupils should be encouraged to roll, lift, drag and pull materials, either by hand or using ropes. The safe way 

to lift, by bending your knees and keeping a straight back should be modelled by all adults. Heavier objects 

can be rolled, dragged or carried by more people.  

Digging 

There will be areas for digging, or specific sessions with this involved. Children will be shown how to look after 

the tools. Children will be shown how to look carefully for insects and their habitats and look after them 

when they have found them.   

Toileting  

Pupils are always encouraged to use the toilets before we leave the school.  Once in Forest School, pupils 

still have access to the School toilets as they are close enough for children to be taken to by a responsible 

adult.   

Eating and drinking  

Food and drinks may be prepared during sessions; hand sanitizer will be available. However, children should 

be prevented from eating anything found in woods, such as berries or seeds. Keep reminding them about 

fingers and hands in mouths and noses. We will discuss this together so that children are secure in their 

knowledge. If we take extra drinks or snacks outside ensure children use wipes to clean their hands first.  

Base camp  

Base Camp is a focused area, in the middle of the Forest School site, sometimes demarcated by tree 

stumps (which are a safe distance apart so that children can whittle when seated upon them) and blue 

rope. During Fire Sessions, there will be a fire square marked out by 4 logs in the centre – children must not 

enter the fire square, and aware of this.   Children will learn to always go around the Base Camp area – 

even if there is no fire lit.  This will be reinforced through games.  The seating area is ‘splat distance’ from the 

fire pit.  Children will only enter the circle if they are asked to do so by an adult and this will only ever be a 

maximum of 2 children at a time.  

Leaving the site  

The site must always be left as it is found.  We will respect our ‘Take only photos, leave only footprints’ motto 

and will always aim to leave the site as we found it.  We must always make sure that there is nothing 

visible/touchable to the public from our boundary rope or school fence. Kit and tools will be securely locked 

away in our FS Shed. If artefacts are made using ‘found materials’ these may be taken off the site and back 

to school. Shelters should normally be demolished and imported materials taken back into school at the 

end of each session. 
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Using Fire in Forest School 
Fire Circle 

At our FS site we have a fire circle with a fire spot in the middle (5 metres in diameter). Children will be 

seated on other logs or tarpaulin sheets approx. 1.5 metres from the fire.  There must be no running within 

the fire area and anything being carried must be placed on the ground behind the seating. We then step 

over the logs to sit down. The fire is never left unattended at any time and an adult is always there until it is 

extinguished. Only 4 people are allowed in the fire circle at any one time and they have to be invited in by 

an adult. You must walk around the fire circle in an anti-clockwise direction and there is a designated 

entrance and exit to the circle. When tending to the fire you must always adopt the ‘respect position’ with 

one knee on the ground and then other for firmly on the ground. Children will be taught that before eating 

anything cooked on the fire they must wait at least 20 seconds before eating and must stay seated until 

finished.   

 

Collecting firewood  

Any wood, sticks or resources on the ground can be collected. Pupils will be encouraged not to snap or 

break living trees or plants. Parent and organisation donation has and will continue to be encouraged. 

Lighting a fire  

The FS leader will take control of this and all accompanying adults will be briefed before starting (Forest 

School: Managed Fire Safety Policy and Procedure, Appendix 6).  Children will be taught how to build fires, 

use fire steels, make ‘paper doughnuts’, use ‘fairy blankets’ and light fires (amongst other skills) but this will 

always be under very close supervision and on a 1:1 basis. There will always be water, fire gloves and a 

burns kit next to the base camp area, which will be stored securely in the FS Shed when not in use.  

Fire Safety 

Preparing and lighting the fire 

✓ The fire will be contained within a square of logs  

✓ Ensure that a minimum of 5 Litres of clean water, a clean bucket and a towel are prepared & ready 

to take to the FS site. 

✓ Check the ground and weather conditions – if very dry or very windy take suitable precautions 

against the fire spreading 

✓ Ensure children and accompanying adults are well trained in log circle rules and are consistent in 

applying them 

✓ The logs will be pegged to stop them rolling  

✓ Seating logs will be placed in a circle a safe distance away from the fire  

✓ The seating circle will have a clear entrance and exit  

✓ Walking within the seating circle is not permitted  

✓ The ‘respect position’ should be used when kneeling by the fire  

✓ Water will be available to put the fire out  

✓ A fire glove will be available nearby  

✓ The fire will be lit with a Swiss fire steel  

✓ The fire will never be left unattended  

✓ A burns kit is available 

 

Extinguishing the fire  

✓ All fires must be extinguished at the end of a session  

✓ Whenever possible, all fuels should be burnt off to ash  

✓ At the end of the session, the fire must be doused with water and stirred until cool  

✓ The ash should be scattered around the woodland to decompose  

✓ There should be no trace of the fire left behind  

✓ Water should always be to hand during campfire sessions.  

✓ Large build ups of potash, from several fires, need to be dispersed. This must only be done when it 

has totally cooled. It will be finely scattered throughout the woodland to enable natural 

decomposition.  

✓ The use of a fire blanket is available should it be necessary to use one. 
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Safety and Responsibility  

• Only adults are permitted to light fires. This will usually be the one of the Forest School Leaders; they will be 

responsible for the fire at all times that it is lit. 

• Fires are lit using fire lighting blocks, newspaper and matches or a Swedish fire stick.  

• No flammable liquids are to be used to light or accelerate fires.  

• No plastics are to be burnt.  

• If sessions involve children adding fuel to the fire, this must be done with one to one adult supervision.  

• Sticks/wood must be placed, not thrown, from the side of the fire. The hand should never go over the fire.  
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Forest School Session Procedures 

Daily Routines:  

Forest School at Grange Academy is planned to run in the afternoons Monday – Friday (detailed session 

social story; Appendix 7). During the mornings, pupils will participate in more formal lessons, where routines 

and structure are developed. Within each week, the pupils will have the opportunity to participate in at 

least one weekly FS Session. 

 

Before: 

• There will be a site sweep before each session to check for litter, glass, animal faeces, etc. Any such items 

should be collected using disposable gloves and a plastic bag.   

• At the same time boundary ropes, fences, gates and hedges should be checked to ensure that they are 

secure and safe.   

• Trees should be checked for any broken or dead branches which may fall.   

• Checks should be made that no dead twigs, etc. protruding at eye-level from bushes etc.   

• Check weather conditions, if it is unduly windy or a thunder storm is imminent or has commenced. Then it 

is not advisable to carry out a Forest school session. 

• Prior to the session all children will be encouraged to visit the toilet and change into appropriate clothing 

for the weather (there is spare kit in all sizes in the FS Shed if needed) 

• A through sweep of the site will be done half termly. 

During: 

• Children will enter the FS Area respectfully and calmly and after carrying out their own ‘Safety Sweep’ will 

take a seat in base camp.  

• During the explanation of tasks, boundaries with be explained, along with what the risks are and how we 

are going to eliminate or minimise them to participate in a safe task. 

• Throughout the session the children will be encouraged to initiate their own play/learning with a balance 

of completing the challenges suggested.  

• FS sessions will run from 1.30-2.10pm, allowing pupils time to complete their tasks, clear away equipment 

and reflect on the session. 

• At the end of the session the group will meet back at Base Camp to share their experiences.  

• We will sometimes end our session with a campfire.  

After: 

• Clear everything away. The children will all help to tidy away all resources and equipment at the end of 

the session. 

• Ensure if used that the fire is completely extinguished, fire set up taken down and packed into the trolley.   

• Count all the tools back into the storage bags and boxes.   

• Count children and adults and ensure that all are accounted for.   

• After leaving the FS area the children will wash their hands and then change back into their school 

uniform. 

• Collect any assessment sheets or observations from adults. Discuss next steps/ideas with adults back at 

school site present.   
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Forest School Kit list: 
Essential Items  

The following items will be taken out to every Forest School session: 

• Emergency bag containing:  

o First Aid kit  

o Burns kit (both to be checked weekly and restocked as appropriate) 

o bottle of drinking water 

o roll mat 

o contact details of everyone attending (including adults) 

o chocolate/sugary food and accident sheets  

o Emergency whistle  

o Medication specific to children attending the session (if not appropriate for the individual to look 

after their own medication then it will be clearly labelled and placed in the orange backpack 

which will always be hung on the tree next to Base Camp)  

o Forest School handbook, which features emergency procedures and risk assessments 

• Large container of water to put out the fire  

• Walkie-talkie (the Forest School leader will ensure that this is fully charged and that the receiver in the 

office is switched on)  

• Mobile phone  

• Wet wipes and hand gel  

 

Kit Bag List for Forest School  

The following list are items available for every session; they will be packed according to each lesson plan 

• Shelter  

• Wooden Mallet  

• Register  

• Accident book  

• Plans  

• Risk assessments (handbook)  

• Plans, Session timings and kit lists in poly pockets  

• Water Container filled the morning of Forest 

School  

• Walkie-talkie and mobile  

• Group information, student passports and 

parental consent letters with medical and 

contact information 

• Dangerous flora/fauna document 

• Hand wash gel  

• Trowel and spade  

• Camera/iPad  

• Wet wipes x 2  

• Tissues  

• Secateurs  

• Boundary ropes  

• Sisal String (10m)  

• Kelly Kettle  

• Flammable material for kettle and fire including 

cotton wool, old man’s beard.  

• Water proof matches, flint sticks  

• Big tarp  

• Lightweight tarp  

• Small camouflage tarp  

• Snack and drink requirements.  

• Fire Safety blanket  

• J cloths  

• Teaspoons  

• Cups  

• Hot Chocolate powder 

• identification keys 

Additional Forest School items for some sessions  

• Wood stumps  

• Wax crayons  

• Wool  

• Insect viewers 

(These lists are seasonally influenced and will need 

to be adjusted accordingly.) 

• Wood cookies

 

 

Clothing List for Children  

“There’s no such thing as bad weather, only bad clothing”, this is an old Scandinavian saying which is of 

great importance for Forest School as sessions take place in almost all weathers. It is important that all 
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participants (children and adults) are suitably dressed for Forest School. Otherwise, they will feel 

uncomfortable and miserable and are unlikely to enjoy the experience. It is recommended that long 

sleeves and long trousers are worn throughout the year to provide protection against sunburn, bites, stings 

and ticks. Layers are the best idea as temperatures and conditions can change significantly during a 

session. Plenty of warm clothing is essential on very cold days. Footwear needs to be sturdy. Sandals or flip 

flops are never suitable for Forest School. Wellies or strong boots are best and remember to add an extra 

pair of socks in cold weather as cold feet can make you feel particularly miserable. Waterproof jackets AND 

waterproof trousers are essential if there is any chance of rain or if the ground is wet. Crackerjacks has a 

limited supply of these if children need to borrow them.  Sun hats and sun cream are essential in the 

summer. These recommendations apply to adults as well as children. 

 

It is of utmost importance that clothing in not a reason for any child to be excluded from their Forest School 

session. We will ask parents to provide their child with:  

 - Wellingtons/walking boots (however school will have spares)  

 - Woolly hat 

 - Gloves  

 - Sun hat and cream  

 - Fleece or additional layer  

 - Waterproof layers if possible 

Grange Academy will aim provide most children with:  

 - Waterproof trousers for years 1 – 10  

 - Waterproof overalls for Reception – Y2 sized children 

 - Waterproof jackets  

 - An assortment of spare wellingtons  

 - Spare clothes, base layers, socks, hats and gloves for those children who do not have them provided by 

their parents   
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Health and Safety   

Grange Academy’s ‘Health and Safety Policy’ covers the whole school approach to the safety of its 

children, staff and visitors (Appendix 8). The Children Act 2004 

(https://www.legislation.gov.uk/ukpga/2004/31/pdfs/ukpga_20040031_en.pdf), the Health and Safety Work 

Act 1974 (https://www.legislation.gov.uk/ukpga/1974/37/pdfs/ukpga_19740037_en.pdf) and Workplace 

(Health, Safety and Welfare) Regulations 1992 (https://www.hse.gov.uk/pubns/indg244.pdf) guidance will 

be complied with at all times. Incidences of accident and injury are reported in line with school policy, 

which considers RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013; 

https://www.hse.gov.uk/riddor) guidelines. These, of course, place a number of legal responsibilities on the 

school. Grange Academy has insurance cover appropriate to its duties under this legislation, including 

Employer’s and Public Liability Insurance.  Responsibility will in most cases rest with the school but staff will 

take reasonable care, both for themselves and other people who may be affected by their acts or 

omissions at work.  (Copy of school insurance Appendix 9). However, Forest School programmes are likely to 

include activities which are considered higher risk than usual.  We will seek to minimise risk by following 

appropriate procedures for riskier activities, such as tool use and fires, and by carrying out risk assessments 

covering key hazards which the children may come into contact with. Forest School activities and ethos will 

be in line with the ‘Learning Outside the Classroom/Educational Visits Policy’ (Appendix 10). Grange 

Academy sets out a clear statement of intent regarding the schools’ approach to the health and safety of 

the children, staff and visitors to the school.  The following list are additional measures and considerations 

relating directly to Forest School sessions: 

1. Regardless of the number of adults accompanying Forest School sessions, the person in charge is 

always the Forest School Leader.   

2. The Forest School Leader has overall duty of care for the children in his/her charge, but all adults are 

required to take all reasonable steps to ensure children are safe.   

3. All adult helpers must read this handbook and appropriate risk assessments and understand and 

agree to comply with the general operating procedures for Forest School.   

4. The Forest School Leader or assistant will carry a first aid kit and Emergency bag. The emergency 

bag will contain:   

• Essential survival equipment   

• Contact list for each child undertaking activities   

5. The Forest School leader will always carry a mobile in the case of an emergency.   

6. In the event of an emergency, the Forest School leader will ensure that procedures are followed 

especially in the instance school contacts the emergency services.   

7. The Forest School leader will review the risk assessments before every trip to the Forest Site. 

8. When tools are used the Adult/child ratio will be 1:1 (there is only one exception to this- the use of 

potato peelers for stick whittling). 

 

 

Risk Assessments 

Risk management is an important part of Forest School. It is concerned with the identification of significant 

risks of harm and is based on the likelihood of an incident occurring and the severity of any injury or harm if it 

does. There are four different types of risk assessment used:  

Site assessment  - This assesses the risks associated with the Forest School site itself. Each layer of the 

woodland site is assessed at least once each half term and more frequently following adverse weather 

conditions. A general risk assessment will be carried out six times a year to coincide with the change of 

seasons and school terms (Appendix 11). 

Daily assessment  - This is carried out before the start of each Forest School session and includes a review of 

the site and current weather conditions. A site safety sweep will be carried out by the Forest School leader 

before every session (Appendix 12). Leaders and pupils to be aware of dangerous flaura and fauna 

(Appendix 33). 

https://www.legislation.gov.uk/ukpga/2004/31/pdfs/ukpga_20040031_en.pdf
https://www.legislation.gov.uk/ukpga/1974/37/pdfs/ukpga_19740037_en.pdf
https://www.hse.gov.uk/pubns/indg244.pdf
https://www.hse.gov.uk/riddor


 

Page 14 of 150 

 

Activity assessment - An assessment of each planned activity will be carried out before the activity takes 

place. This will include activities using tools or fire. Risk assessments are outlined in the handbook and stored 

with their corresponding tools/activities in the FS shed. 

Ongoing assessment  - This is a dynamic, on-the-spot, assessment carried out continually during each 

session to take account of changing situations such as a change in weather conditions or a change in 

planned activities.  

All risk assessments are recorded and current risk assessments are carried in the FS Bag. Historic risk 

assessments are filed in the School office. Additional risk assessments will be carried out for children whose 

behaviour or medical condition demands them.  

 

Staffing considerations:  

• The Forest School leader, Clare Breare, holds the Level 3 Forest School qualification  

• There will always be another member of staff in attendance at Forest School.  

• All staff and adults will be subject to all Grange Academy policies, including Safeguarding 

(Appendix 13) and a Safe Working Practice Agreement (Appendix 14) 

• All additional adults will have their DBS check.   

• All adults helping in the session must read the handbook and then sign and date the handbook 

inside cover to confirm this.  

 

Area considerations:  

• The School Area has been checked carefully and a risk assessment has been carried out (Appendix 

11).  

• Occasionally, the session will take place in part or in full in Addison Park (Appendix 15); for these 

sessions, EVC permission will be given on a day-to-day basis from Louisa Heritage. 

• This will be reviewed quarterly to reflect the changes in the seasons.  

• A thorough sweep of the area will be completed by the Forest School leader prior to each session 

(Appendix 12).   

• Any animal excretion found during the sweep will be removed.  

• Expectations and boundaries are made clear to adults and pupils.  

• There are no obvious slopes or ditches in the FS area.   

• There are a variety of trees in the area; approved by Bedford Borough Council.   

• The children will be educated about not eating anything from the ground and we have a ‘No 

Picking, No Licking’ motto (extra considerations for supervision to be made for oral-sensory seeking 

pupils). 

• Grange Academy have appropriate liability insurance (Appendix 9).  

• Any waste (food, litter and wastewater) accumulated will be taken back to school for disposal 

(Appendix 16) 

 

Activity considerations: 

• Making and using fire (Risk Assessment: Appendix 17) 

• Shelter and den building (Risk Assessment: Appendix 18) 

• Collecting natural materials (Risk Assessment: Appendix 19) 

• Rope and string play and use (Risk Assessment: Appendix 20)  

• Blindfold games and challenges (Risk Assessment: Appendix 21) 

• Tree climbing, and other activities where children are off the ground (Risk Assessment: Appendix 22) 
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Risk Management of Tools and Equipment  

Keeping ourselves safe: 

Our  Forest School is committed to providing children with access to a wide range of equipment that 

stimulates enjoyment, learning and development, both indoors and outdoors. Using small hand tools is an 

important part of Forest School as it enables children to develop new, practical skills that help them develop 

self-confidence. Hand tools are to be maintained in good order by the Forest School Leader and FS team. 

The Forest School leaders will inspect the tools before each session to ensure safety. Children and adults will 

be taught how to handle tools properly and to treat them with respect. Whilst using hand tools the staff to 

child ratio is increased. 

General rules:  

• Tools will be maintained and kept in good order  

• Tools will be inspected before each session; Tools are to be clean and sharp before use.   

• Children and adults will not use tools until they have been shown how to use them  

• Tools will be kept in the toolbox or designated area when not in use  

• Tools will be removed from the toolbox only by the Forest School Leader  

• We never run or point with tools  

• Adult and child sized gloves will be available and are to be used when appropriate 

• Tools will be counted at the beginning and end of each session  

• Permission to use tools can only be given by the Forest School Leader  

• Permission to use tools may be withdrawn at the Forest School Leader’s discretion if the rules are not 

followed  

• The working area should have sufficient space (at least two arms and a tool away from anyone else) and 

be clear of trip hazards 

• All tools must have individual risk assessment in the Forest Schools Folder (listed in handbook also).   

• All tools to be stored in school securing, with Forest School leader having overall responsibility and access.   

• Forest School Leader has responsibility and safe storage of tools at Forest School site.   

• A designated area will be used for activities involving tools; usually demarcated by tarp on the floor.   

• Adults and children to sit when using tools.   

• Never walk around with tools.   

• Tools and knives must have a blade guard/other appropriate protectors on them when not in use. Blade 

guards to be removed and put back only by Forest School staff, or volunteers.  

• Wood being sawn must be supported on a saw horse or a natural sawing break - hands must be kept 

away from the blade.  

• Adults and children must be given instruction and demonstration on the appropriate and safe position 

with which to saw.  

• When using peelers and penknives to whittle, children will remain seated, have their elbows on their knees 

and whittle away from the body.  

 

Using and Storing Tools  

Tools must be cleaned at the end of each session – the children will be taught how to do this safely.  The FS 

leader will thoroughly clean and oil all tools once a week (when they are in use).  

Tools are counted in and out and the children know that they are never allowed to help themselves 

(Appendix 23; Forest School Equipment Register).  Tools are given out for a purpose and all adults should 

model their correct use, storage and transportation at all times.   

 

Knives are stored in a lockable box.  The Forest School leader will have access to one key and a spare will 

be kept in the school office (locked in the key cupboard). Saws, billhooks, peelers, secateurs, bow saws, 

pruning saws and the other remaining tools are stored in the tool holdall (which is kept in the locked Forest 

School Shed, located at the back middle of the school Field when not in use).    
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Tool Use Risk Assessment Summary  

Forest School activities are based on the ethos of risky play, tool use and encouraging interaction with 

natural materials. As such, the table below summarises the tools which are available for sessions, how to use 

them, store and maintain them, what hazards they might pose and what safety measures will be put in 

place. It is important that before using any tool, the FS leader and adults complete Risk/Benefit Analysis and 

employ tool talk with the pupils. Leaders will take into account historic and current behaviour needs, 

medical and concentration needs as well as fine and gross motor considerations and amend tasks 

appropriately. They will ensure that introduction of am activity allows for safe exploration of tools and 

consideration of risks. Staff will supervise tool use reminding of safety tips at all times. It is important that 

groups work at a safe distance apart (1.5 metres/one arm and a tool away from each other “blood 

bubble”). Group are supervised in small teams reminding each other of risks as they work. Individual Tool 

Reference Cards are laminated and stored with each tool (Appendix 24); for each tool they outline: what 

tasks they are used for, how to use the tool, how to stand with, walk with, pass and place the tool, whether 

gloves are recommended and how each tool should be cleaned, maintained and stored. Where 

appropriate there is a social story script available also. 

Tool Name Use/Storage Maintenance  Hazards Safety Measures Risk/Benefit 

Analysis 

Scissors Uses: Cutting 

string, rope, 

tweed, long 

grasses etc. 

Stored: in tool 

bag/scissor 

block 

 - Stored in clean, dry 

place 

 - cleaned of mud, dirt 

or dust 

 - ensure plastic handles 

are not cracked, 

broken or chipped. 

Cuts, lacerations 

 

• Scissors are kept in locked 

tool box. 

• Demonstration of safe 

cutting skills. 

• Returned safely thereafter.  

• Staff demonstrate where 

scissors to be used and safe 

carrying. 

• Staff to remind children not 

to run or walk with scissors; 

should be sat with 

appropriate blood bubble 

 

Fine motor skills, 

confidence and 

awareness of 

surroundings. 

Hand-eye 

coordination.  

Life skills; cutting 

needed in school 

life and home life 

Peelers Uses: Whittling 

small soft sticks, 

peeling bark or 

cut string  

Stored: in tool 

bag/box within 

locked FS Shed. 

- Stored in clean, dry 

place 

 - cleaned of mud, dirt 

or dust 

 - ensure plastic handles 

are not cracked, 

broken or chipped 

 - can be cleaned using 

WD40 if necessary 

Cuts, lacerations 

 

Incorrect or 

improper use of 

stick peeler; risk of 

cuts and grazes. 

• 1:4 ratio max 

• Only to be used with the 

forest school leader  

• A protective glove must 

always be worn on the hand 

not holding the tool. 

• Instruction on safe cutting 

procedures by Forest school 

leader (peeling away from      

body, keep eyes on tool 

whilst using it, hold      peeler 

with one hand and keep 

blades away      from legs).       

• Only to be used when the 

child is seated around the 

base camp. 

• Ensure fingers are clear 

from the blade.  

• When transporting with 

peelers keep arm to the side 

and point down, ensure 

sheathed if possible.  
• Check understanding with 

individuals. 

• Any child behaving 

inappropriately stopped. 

 

Fine motor skills, 

confidence and 

awareness of 

surroundings. 

Hand-eye 

coordination. 

Life skills; peeling 

skills required in 

Food Tech and 

home settings. 

Folding/ 

Pruning 

Saws 

Uses: for cutting 

wood less than 

12cm diameter 

Stored: in tool 

bag/box within 

locked FS Shed. 

Store in large 

water proof and 

air tight 

container 

 - Store in large water 

proof and air tight 

container 

 - Use cloth and gun oil 

to ensure all dirt and 

moisture is off the 

blade. 

 - Keep blade in handle 

when in storage. Oil 

blade and hinges. 

 Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin 

• 1:2 ratio. 

• Only to be used with the 

forest leader.  

• A protective glove must 

always be worn on the hand 

not holding the tool.  

• Keep hands away from 

blade.  

• Ensure the blade is folded 

when not in use.  

• Must always be returned to 

the holdall when not in use.  

 

Key information: 

 - 3 pull strokes before sawing 

properly 

 

Fine motor skills, 

confidence and 

awareness of 

surroundings. 

Interaction with 

natural materials. 
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Bush craft 

Knives 

Uses: cutting, 

sharpening and 

whittling. 

Stored: in a 

lockable box 

within the FS 

Shed. Sheathed. 

 
(NB: Fixed blade 

knives should be 

used instead of 

folding knives. 

Folding blades 

present a chance 

of accident when 

folding the blade 

and have a weak 

point at the hinge 

making them more 

likely to break and 

hold dirt) 

 - Store it a waterproof 

toolbox or container.  

- Check the tool is clean 

and dry before storing 

and ensure the sheath is 

covering the blade. 

 - Use a cloth and oil to 

remove dirt and 

moisture from the blade  

 - Sharpen using a 

sharpening stone.  

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

 

Incorrect or 

improper use of 

knife; Potential risk 

of cuts or 

wounding. 

• 1:2 ratio max 

• Only to be used with the 

forest school leader  

• A protective glove must 

always be worn on the hand 

not holding the tool. 

• Support the wood on the 

same side knee as the hand 

holding the knife (e.g. knife in 

left hand, supporting knee is 

the left knee) 

• Only to be used when the 

child is seated around the 

base camp. 

• Ensure fingers are clear 

from the blade.  

• When knives are not in use 

make sure that they are 

folded/sheathed.  
• Check understanding with 

individuals as required. 

• Any child behaving 

inappropriately stopped 

 

Key information: 

Position down and away from 

and to the side of the body 

It can be useful to use a small 

log next to them to carve 

onto: the log should be 

positioned to catch the 

blade at the end of the 

stroke. 

 

Size: Knives with smaller 

blades, smaller handles and 

even rounded blade ends 

are ideal.  

 

 

 

 

 

 

Skills: Fine motor skills, 

confidence and 

awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination.  

Life skills; slicing 

needed in school life 

and home life 

Billhooks Uses: removing 

sizable chunks 

with force; used 

for cleaving; to 

split wood 

Stored: in a tool 

box/bag within 

the FS Shed.  

 

 

 - Store it a waterproof 

toolbox or container.  

 - Check the tool is 

clean and dry before 

storing and ensure the 

sheath is covering the 

blade.  

 - Use a cloth and oil to 

remove dirt and 

moisture from the 

blade. 

 - Sharpen using a 

sharpening stone.  

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of billhook slipping 

or impact missing. 

 

Incorrect or 

improper use of 

bill hook resulting 

in cuts grazing 

and / or bruising. 

• 1:2 ratio.  

• Only to be used with the 

forest leader. 

• Must always be returned to 

the holdall when not in use. • 

Safe working area 

maintained clear of obstacles 

and safe working distance 

maintained. 

• Billhooks must have a 

sheath on when not in use  

• Billhooks are used with bare 

hands  

• Visual check of tools before 

use. 

• Check understanding with 

individuals as required. 

• Any child behaving 

inappropriately stopped. 

 

Key information: 

To split wood one person 

should hold the billhook with 

one hand firmly on the 

handle and pinching the 

hook with the other. The 

blade should be placed at 

the top of the log to be split. 

The second person will use a 

mallet or piece of wood to 

strike the top of the billhook 

and drive the blade into the 

wood. This is repeated until 

the wood splits. 

 

 

 

 

 

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination. 

Increased gross 

motor muscle 

strength. 
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Bow saws 

 
The saw 

blades of a 

bow saw are 

primarily used 

for wood 

cutting 

Uses: for cross-

cutting wood up 

to 12cm 

diameter; used 

to cut anything 

larger than a 2 

pence piece 

Stored: in a tool 

box/bag within 

the FS Shed. 

 

 

- Store it a waterproof 

toolbox or container. 

 - Check the tool is 

clean and dry before 

storing and ensure the 

sheath is covering the 

blade.  

- Use a cloth and oil to 

remove dirt and 

moisture from the 

blade. 

 - Difficult to sharpen 

due to shape of cutting 

edge: Keep spare 

blades in toolbox in 

case one needs 

changing. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of saw slipping or 

falling away from 

intended scar. 

 

Incorrect or 

improper use of 

bow saw resulting 

in cuts and / or 

grazing. 

 

When cutting 

branches on tree 

– risk of falling 

branch hitting 

someone: cuts 

and bruises. 

• 1:2 ratio. 

• Keep hands away from 

blade.  

• Ensure the blade is covered 

when not in use.  

• Must always be returned to 

the holdall/toolbox when not in 

use.  

• A protective glove must 

always be worn on the hand 

not holding the tool (helper 

hand).  

• Check understanding with 

individuals as required.  

• Visual check of tools before 

use. 

•Check blade tension. 

 

Key information: 

 - Generally the bowsaw will be 

used by two children at a time. 

One holding at the hand guard 

and the other the handle at the 

opposite end.  

 - Wood being sawn must be 

supported on a safe cutting 

bench 

 - Older children may be 

supervised using the bowsaw 

alone.  

- When making the initial few 

cuts each child’s helper hand 

should be placed through the 

centre of the saw and on the 

wood opposite. This will prevent 

the blade from jumping onto 

one of their hands. Once the 

blade has bitten into the wood 

and formed a groove they are 

safe to hold the wood adjacent 

to the saw. 

 

When used outside a 

designated area: 

•Ensure other members of 

group are aware of location 

and remind others in area to 

stay clear. 

 

If sawing branches from a tree: 

Ensure all equipment and 

persons are unlikely to be 

damaged or hurt when it falls 

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination.  

 

Lopper Uses: cutting 

wood thinner 

than a two 

pence piece. 

Stored: in a tool 

box/bag within 

the FS Shed. 

- Store it a waterproof 

toolbox or container.   

- Check the tool is clean 

and dry before storing.   

- Check the safety 

catch is engaged.  - 

Sharpen using a 

sharpening stone 

 - Use a cloth and oil to 

remove dirt and 

moisture from the 

blade. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of slipping or 

stabbing, trapped 

fingers 

 

Incorrect or 

improper use of 

loppers; Falling 

branches resulting 

in cuts and 

bruising. 

• 1:2 supervision ratio 

• Open safety catch and use 

like scissors.  

• Children should ensure they 

have a good footing and 

that the branch they are 

cutting is not bearing weight 

before cutting. 

• Co-operative work 

between two children can 

be encouraged by them 

using the loppers together, 

one holding the stick or 

branch to be cut and the 

other operating the loppers. 

It is not necessary to wear 

gloves when using loppers. 

• Check understanding with 

individuals. 

• Any child behaving 

inappropriately stopped. 

 

When used outside a 

designated area: 

Ensure other members of 

group are aware of location 

and remind others in area to 

stay clear. 

 

If sawing branches from a 

tree: 

 Ensure all equipment and 

persons are unlikely to be 

damaged or hurt when it falls. 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination.  

Pincer grip and 

grip strength 

training. Scissor 

motion needed 

within school and 

home setting. 



 

Page 19 of 150 

 

(Junior) 

hacksaw 

 
The hacksaw 

is best served 

to cutting 

steel, metal, 

and plastic 

materials. 

Can be used 

on wood. 

Uses: for cross-

cutting wood up 

to 12cm 

diameter; used 

to cut anything 

larger than a 2 

pence piece 

Stored: in a tool 

box/bag within 

the FS Shed. 

 

 

- Store it a waterproof 

toolbox or container. 

 - Check the tool is 

clean and dry before 

storing and ensure the 

sheath is covering the 

blade.  

- Use a cloth and oil to 

remove dirt and 

moisture from the 

blade. 

 - Difficult to sharpen 

due to shape of cutting 

edge: Keep spare 

blades in toolbox in 

case one needs 

changing. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of saw slipping or 

falling away from 

intended scar. 

• 1:2 ratio. 

• Keep hands away from 

blade.  

• Ensure the blade is covered 

when not in use.  

• Must always be returned to 

the holdall/toolbox when not 

in use.  

• A protective glove must 

always be worn on the hand 

not holding the tool (helper 

hand). 

 

Key information: 

 - Generally the bowsaw will 

be used by two children at a 

time. One holding at the 

hand guard and the other 

the handle at the opposite 

end.  

 - Wood being sawn must be 

supported on a safe cutting 

bench 

 - Older children may be 

supervised using the bowsaw 

alone.  

- When making the initial few 

cuts each child’s helper hand 

should be placed through 

the centre of the saw and on 

the wood opposite. This will 

prevent the blade from 

jumping onto one of their 

hands. Once the blade has 

bitten into the wood and 

formed a groove they are 

safe to hold the wood 

adjacent to the saw. 

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination.  

 

Secateurs/ 

Pruners 

Uses: cutting 

and pruning 

Stored: in a tool 

box/bag within 

the FS Shed.  

- Store in large water 

proof and air tight 

container 

- Use cloth and gun oil 

to ensure all dirt and 

moisture is off the 

blade. 

 - Sharpen using 

diamond sharpening kit 

or similar. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of slipping or 

stabbing, trapped 

fingers 

• Must only be used on a 1:1 

basis when a child has been 

asked to prune or cut 

something.  

• A protective glove must 

always be worn on the hand 

not holding the tool.  

• Ensure fingers are clear 

from the blade.  

• When carrying ensure 

blades are locked closed 

and pointing towards the 

floor. 

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination.  

Pincer grip and 

grip strength 

training. 

 

Rasps 

 

Uses: Used for 

making grooves 

in wood or 

smoothing 

rough edges 

Stored: in a tool 

box/bag within 

the FS Shed. 

 - Store in large water 

proof and air tight 

container    

- Keep dry and 

protected from 

banging into other hard 

objects 

 - Brush with soft metal 

brush 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of slipping or, 

trapped fingers or 

nails 

• Walk: Hold handle beside 

leg with tool pointing to the 

ground. 

• Placed: On a clear surface 

such as wooden block. 

• No gloves on tool holding 

hand, glove on other hand 

 

Key information: 

Hold handle and use sawing 

motion forwards and 

backwards 

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination.  

Arm strength. 

 

Panel saw Uses: Cutting 

seasoned wood. 

Generally, wood 

like ply board or 

square timber. 

Stored: in a tool 

box/bag within 

the FS Shed/DT 

room 

 - Store in large water 

proof and air tight 

container  

 - With a protective 

sheath/ cover 

 - Keep blade covered 

when in storage. 

 - Use cloth and gun oil 

to ensure all dirt and 

moisture is off the 

blade. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of saw slipping or 

falling away from 

intended scar. 

• Keep blade facing down, 

hold top of the tool and turn 

handle towards other person 

or walking 

 

Key information: 

To start, hold the handle and 

pull blade toward you 

creating groove. Push and 

pull the whole length of the 

blade. Cuts on the push. 

Make sure it is on a clear 

space/tool mat where it will 

not hit other hard objects  

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination.  
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Japanese 

pull saw 

(large 

toothed 

version) 

Uses: Cutting 

anything smaller 

than a 50 pence 

piece. For fine 

and clean cuts. 

To use on 

seasoned wood. 

Stored: in a tool 

box/bag within 

the FS Shed/DT 

room 

 - Store in large water 

proof and air tight 

container   

- With a protective 

sheath/ cove  

 - Keep blade covered 

when in storage. 

 - Use cloth and gun oil 

to ensure all dirt and 

moisture is off the 

blade. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of saw slipping or 

falling away from 

intended scar. 

•No gloves on tool, glove on 

non-saw hand  

• To walk hold next to leg 

with blade facing backwards 

 

Key information: 

To start, hold the handle and 

pull blade toward you 

creating groove. Push and 

pull the whole length of the 

blade. Cuts on the pull only. 

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination. 

Hand drill  Uses: Drilling 

through discs, 

drift wood and 

other thin pieces 

of wood 

Stored: in a tool 

box/bag within 

the FS Shed/DT 

room 

 - Store in large water 

proof and air tight 

container 

-  Oil cogs with WD-40 

weekly 

 - Remove bit and blow 

out any dust caught in 

bit holder.   

- Use cloth and gun oil 

to ensure all dirt and 

moisture is off the tool. 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of slipping or 

stabbing, trapped 

fingers 

•1:2  

•Always transport holding 

handle next to leg with bit 

facing backwards 

•No gloves on tool 

 

Key information 

Secure wood, place on 

bench or large, stable wood 

stump. Choose appropriate 

sized bit.  Place bit into wood, 

apply pressure onto top 

handle and rotate moving 

handle of drill clockwise. 

Using lip and spur bits.  

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination, 

finger strength 

and dexterity 

 

Brace and 

bit Drill 

Uses: Drilling 

holes through 

logs of 0.3-2 

inches wide 

Stored: in a tool 

box/bag within 

the FS Shed/DT 

room 

 - Store in large water 

proof and air tight 

container  

 - With a protective 

sheath/ cover Keep bit 

covered when not in 

use.   

 - Suggestion: use a 

seasoned wood cover. 

Always protect the lead 

screw and cutters well. 

 - Use cloth and gun oil 

to ensure all dirt and 

moisture is off the tool. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of slipping or 

stabbing, trapped 

fingers, blisters 

•1:2 

•No gloves on tool 

facing backwards 

 

Key information 

Place bit into wood, apply 

pressure onto handle and 

rotate arm of brace 

clockwise. Avoid bending 

lead screw, Using auger bits 

with a lead screw. 

If using a seasoned wood 

cover, twist into cover and 

hold handle next to leg.  If 

not, then hold handle with bit 

facing downwards 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination, 

finger strength 

and dexterity 

Auger Uses: Drilling 

holes through 

logs of .753 

inches wide 

Stored: in a tool 

box/bag within 

the FS Shed/DT 

room 

 - Store in large water 

proof and air tight 

container with a 

protective sheath/ 

cover  

 - Some augers will 

already have a plastic 

cover for the end of the 

bit.    

- Alternatively use a 

seasoned wood cover. 

Always protect the lead 

screw and cutters well. 

 - Use cloth and gun oil 

to ensure all dirt and 

moisture is off the tool. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of slipping or 

stabbing, trapped 

fingers, blisters 

•1:2 

•No gloves on tool 

If using a seasoned wood 

cover, twist into cover and 

hold handle next to leg.  If 

not, then hold handle with bit 

facing downwards 

 

Key information 

With a partner, or in a group, 

place lead screw onto wood 

and move in a clockwise 

direction. Avoid bending 

lead screw.  Can be used on 

your own with someone 

supporting the work piece so 

it stays firm 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination, 

finger strength 

and dexterity. 

Personal choice 

of appropriate 

tools and 

materials. 

Axe Uses: Cleave 

(split) wood or 

cutting, shaving 

or hewing rough 

wood. 

Stored: in a tool 

box/bag within 

the FS Shed/DT 

room 

 - Store in large water 

proof and air tight 

container  

 - With a protective 

sheath/ cover  

 - Sharpen using 

sharpening stone and 

water after each 

session.  

 - Ensure blade is 

covered when in 

storage, 

 - Use cloth and gun oil 

to ensure all dirt and 

moisture is off the 

blade. 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of slipping or 

stabbing, trapped 

fingers, blisters 

•1:1 

•No gloves on tool 

•To transport place cover on 

or hold handle just below 

blade next to leg with blade 

facing backwards 

 

Key information 

Blade moving away from the 

body, facing downwards. 

Keep wood between you 

and the axe at all times. If 

used for splitting hold parallel 

to front of the body, use 

mallet to drive blade into 

wood 

Teamwork and 

communication skills. 

Fine motor skills, 

confidence and 

awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination, finger 

strength and 

dexterity. Personal 

choice of 

appropriate tools 

and materials. 

Increased gross 

motor muscle 

strength. 
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Froe Uses: Splitting/ 

cleaving wood 

Stored: in a tool 

box/bag within 

the FS Shed/DT 

room 

- Store in large water 

proof and air tight 

container  

 - Ensure handle is tightly 

fitted to blade 

 - Use cloth and gun oil 

to ensure all dirt and 

moisture is off the 

blade. 

 

Cuts, lacerations, 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Bruises. Possibility 

of slipping or 

stabbing, trapped 

fingers, blisters 

•1:1 

•When walking hold handle 

just below blade next to leg 

with blade facing backwards  

•No gloves on tool 

 

Key information 

Hold blunt blade parallel to 

front of the body and use 

mallet to drive into wood.  As 

it splits, use handle as a 

leaver to split wood further.  

Hold in a cleaving break if 

large log. 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination, 

finger strength 

and dexterity. 

Personal choice 

of appropriate 

tools and 

materials. 

Increased gross 

motor muscle 

strength. 

 

 

 

 

Hammer  Uses: 

Hammering nails 

into wood 

Stored: in a tool 

box/bag within 

the FS Shed/DT 

room 

 - Store in large water 

proof and air tight 

container  

 - Keep returning to 

designated place 

 - Wipe with gun oil and 

cloth once a month to 

keep from rusting 

 

Cuts, bruises, hits 

to hands and 

other body parts 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Possibility of 

missing aim or 

causing flying 

debris. 

 

•1:2 

•No gloves needed 

•When walking hold top of 

tool next to leg with handle 

facing downwards  

 

Key information 

Hold at bottom of handle, 

tap nail until secured, then hit 

with flat surface of hammer 

on nail. Use back of claw 

hammer to pull bent nails out. 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination. 

 

 

 

 

 

Mallet Uses: To provide 

a force to tools 

that split wood.  

To hammer 

wooden pegs 

into ground. 

Stored: in a tool 

box/bag within 

the FS Shed 

 - Store in large water 

proof and air tight 

container  

 - Remove any loose bits 

of wood 

 - No need to clean 

 

Cuts, bruises, hits 

to hands and 

other body parts 

caught skin, 

dropping onto 

feet or exposed 

skin, grazing. 

Possibility of 

missing aim or 

causing flying 

debris. 

 

Incorrect or 

improper use of 

mallet; risk of 

bruising and/or 

fractures 

 

•1:2 

•No gloves on tool 

•Walking and passing hold 

handle  

•Hit froes, axes or gauges into 

wood not other materials or 

ground. 

• Check understanding with 

individuals. 

•Any child behaving 

inappropriately stopped. 

 

Key information 

Hold handle of tool next to 

leg with head facing 

downwards 

 

Teamwork and 

communication 

skills. Fine motor 

skills, confidence 

and awareness of 

surroundings. 

Interaction with 

natural materials. 

Hand-eye 

coordination. 

 

 

 

 

 

 

 

 

 

 

 

Clamps  Uses: Clamping 

wood to stabilise 

or secure it. 

Stored: in the DT 

room 

 - Store in large water 

proof and air tight 

container  

 - Spray moveable parts 

with WD40 once a 

month 

- Wipe with gun oil and 

cloth once a month to 

keep from rusting 

 

Blisters, trapped 

skin or fingers, 

walking into 

clamp, dropping 

onto feet or legs. 

•1:2 

•On flat surface or return to 

designated place 

•No gloves on tool 

 

Key information 

G Clamp: turn anti-clockwise 

to open, fit over wood and 

work bench, turn clockwise to 

tighten.  

Quick clamp: Squeeze trigger 

to release, fit onto wood and 

work bench, squeeze handle 

to tighten 

 

Fine motor skills, 

confidence and 

awareness of 

surroundings. 

Interaction with 

natural materials. 

Engineering skills. 
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Kelly kettle Uses: 

boiling 

water, 

converted 

for heating 

food. 

Stored: in a 

box/bag 

within the 

FS Shed 

 

 

- rinse and 

clean ash 

bowl after 

each use 

- rinse out 

‘kettle’ 

portion 

Burns, grazes, 

ash or smoke 

inhalation, 

water burns, 

metal burns  

 

Incorrect or 

improper use 

of Kelly Kettle: 

risk of burns 

from fire and 

hot metal 

sides; risk of 

scalding from 

water and 

steam 

•Safety talk given and followed 

•General fire precautions adhered to (see separate 

risk assessment and policy / procedure.) 

•Ensure it is on a sturdy level non-flammable base (it 

has a high centre of gravity). 

•Ensure cork is removed from spout and spout is 

pointing away from individuals using the kettle. 

•Feed flames through chimney. 

•Make sure air hole opposite side to spout. 

•Do not leave unattended. 

•Use fire safety gloves when handling. 

•Safe working area maintained clear of obstacles 

and safe working distance maintained. 

• ‘No running’ policy in vicinity of Kettle 

•First aid kit kept close to hand.  

•When finished maintain adult supervision whilst kettle 

cools. 

•Check understanding with individuals. 

•Any child behaving inappropriately stopped. 

 

Key information: 

The Kelly kettle must be placed on flat, clear ground  

•Avoid filling water chamber to the very top as water 

will expand when heated and may overflow.  

•Only Forest School Leaders are to light the fire in the 

fire pan.  

•The Kelly kettle will be removed from the fire pan by 

the Forest School Leader (they will lift the kettle using 

the sides of the metal handle, pouring will then be 

controlled by using one hand on the top of the 

handle and the other on the chain.)  

•Never hold the handle above the chimney when the 

kettle is lit as it can result in a burn. 

•The Kelly kettle must never be heated with the cork 

in 

• 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.  - Fuel should burn itself out, but if it doesn't it 

must be extinguished with water 

•After use, allow time for the Kettle to cool before 

storing away 

 

Danger 

awareness. 

Creating own 

resources, size 

and measure 

appreciation. 

Learning to keep 

self and others 

safe. 

Nails/ 

screws 

Uses: - creating 

items 

 - practising fine 

motor skills 

 - practising safe 

tool use 

Stored: in a clip 

secured box 

within the FS 

Shed 

 

Store in a clean, dry 

place. 

Cuts, scrapes, 

punctured skin, 

loss and standing 

on them, throwing 

risk, mouthing risk 

•1:4 

•Children only to use one at 

once 

•Glove use on non-tool hand 

if needed 

•Use on top of a flat surface. 

 

Danger 

awareness. 

Creating own 

resources, size 

and measure 

appreciation. 

Learning to keep 

self and others 

safe. Fine and 

gross motor 

development 

Tent pegs 

and Tarp 

clips 

Uses: securing 

tarpooling and 

shelters into the 

ground 

Stored: in a clip 

secured box 

within the FS 

Shed 

 

Store in a clean, dry 

place. 

Cuts, scrapes, 

punctured skin, 

loss and standing 

on them, throwing 

risk, mouthing risk 

•Appropriate staff-child ratio 

(1:3)    

•No glove use    

 

Key information  

keep pegs away from faces,  

use a hard surface for 

hammering home peg 

Creating own 

Danger 

awareness. 

Creating own 

resources, size 

and measure 

appreciation. 

Learning to keep 

self and others 

safe. Fine and 

gross motor 

development 

Tin opener Uses: opening 

tins for cooking 

Stored: in a clip 

secured box 

within the FS 

Shed 

 

Store in a clean, dry 

place. 

Clean gears and blade 

with water after every 

use. 

Cuts, scrapes, 

punctured skin, 

loss and standing 

on them, throwing 

risk, mouthing risk 

•Appropriate staff-child ratio 

(1:3)    

•No glove use    

•Use on a flat surface 

 

Creating own 

Danger 

awareness. 

Creating own 

resources, size 

and measure 

appreciation. 

Learning to keep 

self and others 

safe. Fine and 
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gross motor 

development 

Fire starter/ 

Flint & steel 

Uses: spark 

flame for 

fires/Kelly kettle 

Stored: in a clip 

secured box 

within the FS 

Shed 

Store in a clean, dry 

place. 

 

Cuts, scrapes, 

bruises, grazes. 

•Appropriate staff-child ratio 

(1:3)    

•No glove use    

•Use towards a flat surface 

•Ensure fingers are clear of 

sliding flint or steel 

•Ensure there are no sharp 

obtrusions on the steel 

 

Learning to keep 

self and others 

safe. Fine and 

gross motor 

development 

Spade/ 

digger/ 

Garden 

fork/ 

trowel 

Uses: moving 

earth, digging, 

aerating soil 

Stored: in a clip 

secured box 

within the FS 

Shed 

 

Clean mud and dirt off 

after each use, 

Check for cracks and 

breaks. 

Ensure that there are no 

tools with cracked or 

broken handles, or with 

burred or broken heads, 

Cuts, scrapes, 

bruises, grazes, 

dropping, debris 

airborne from use. 

•Staff ratio 1:10 

•Instruct pupils to carry larger 

tools upright, with handle up; 

never lift a tool higher than 

their shoulder; show them 

how to put tools down in a 

safe place  

•Staff warn children of the 

danger to others from tools 

and warn them never to use 

a tool in such a way that you 

or someone else will be 

injured if it slips. to be used.  

•Cuts should be washed 

before covering 

Creating own 

Danger 

awareness. 

Creating own 

resources, size 

and measure 

appreciation. 

Learning to keep 

self and others 

safe. Fine and 

gross motor 

development. 

Traction and 

transportation 

exploration 

Palm/Hand 

drill 

Uses: putting 

holes through 

wood 

Stored: in a clip 

secured box 

within the FS 

Shed 

 

- Store in large water 

proof and air tight 

container  

 - With a protective 

sheath/ cover Keep bit 

covered when not in 

use.   

 - Suggestion: use a 

seasoned wood cover. 

Always protect the lead 

screw and cutters well. 

 - Use cloth and gun oil 

to ensure all dirt and 

moisture is off the tool. 

 

Cuts or grazes to 

hands of user or 

partner, drill bit 

snapping, drill 

slipping during use 

•Ratio (1:1)       

•Correct positioning of drill 

when in use.   

•Gloves to be worn on 

helping hands of the person 

holding the wood   

•Ensure the drill bit is sharp 

and useable and the handle 

is in good condition.  

•Ensure group have full 

understanding how to 

position tool & use.   

•Ensure using correct size drill 

bit for hardness of wood. 

 

Key Information 

- adult holding drill,      arms 

straight, body back, child 

turning drill    

Emotional 

intelligence; self-

esteem; confidence; 

resilience; 

teamwork; child-

differentiated 

learning; sense of 

self-worth; 

communication skills; 

problem solving; 

practical extensions 

of classroom 

objectives; 

curriculum 

enrichment; 

connect with nature; 

imagination; 

creativity; physical 

development; core 

strength, 

 

NB Standard Safety Measures for all tools: 
• Appropriate clothing worn.    

• Supporting adults briefed before activity       

• Cutting equipment maintained in good      working order.       

• Appropriate emergency procedures in place (first aid kit in kit bag, routine for summoning help for serious incidents)       

• Equipment counted out and back. 

• Must only be used in the designated tool area (potentially demarcated by a blue rope or edge of the tarp material). 

NB on tool talk: 

Type of learner What they need Ways to support 

Visual 

A visually-dominant learner absorbs and 

retains information better when it is 

presented in, for example, pictures, diagrams 

and charts. 

Demonstrating the use of the tool will support 

visual learners. Tool talks could also be printed 

out along with pictures labelling each part of 

the tool or each step of its use. 

Auditory 

An auditory-dominant learner prefers 

listening to what is being presented. He or 

she responds best to voices, for example, in a 

lecture or group discussion. Hearing his own 

voice repeating something back to a tutor or 

trainer is also helpful. 

The tool talk should support auditory learners. 

Asking learners to memorise and repeat the 

tool talk to you or to their peers will reinforce for 

these learners. 

Kinaesthetic 

A kinaesthetic-dominant learner prefers a 

physical experience. She likes a “hands-on” 

approach and responds well to being able 

to touch or feel an object or learning prop. 

This can easily be incorporated into the tool 

talk by passing the tool around or asking 

learners to demonstrate the tool talks to you or 

their peers. 

Personal Protective Equipment Required: 

PPE is equipment (Personal Protective Equipment Regulations (www.hse.gov.uk)) that will protect the pupils 

and adults against health or safety risks during Forest School. Forest School sessions take place in all weather 

conditions so suitable clothing should be worn for the time of year. It is worth advising children to bring extra 

clothes (i.e. hats, gloves, sun cream) in case the weather changes according to the time of year. Pupils and 

http://www.hse.gov.uk/
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adults must also wear sensible footwear with tread to minimise risk of slipping and tripping; they have the 

option to use insect repellent. First Aid kit to be carried by leading staff member.  The provision of  PPE is a 

statutory requirement (Personal Protective Equipment at Work Regulations 1992; 

https://www.legislation.gov.uk/uksi/1992/2966/contents/made)  therefore PPE such as waterproof clothing, 

warm layers and safety equipment like working gloves and goggles will be supplied by Grange Academy. 

Personal Protection Equipment required for Forest School Sessions  

Item/Name Used for Benefits 

Suitable footwear 
- with tread (e.g. 

decent pair of 

walking boots or 

wellies) 

 

General Forest School Activities 

- The woodland floor is often uneven or 

slippery. 

 

Keeps feet safer from trips and warm 

and dry in poor weather 

Suitable clothing: 
children to bring extra 

clothes (i.e. hats, gloves, 

sun cream) 

 

- Sessions take place in all weather conditions 

so suitable clothing should be worn for the 

time of year. 

Children feeling comfortable, more 

resilient for longer sessions. 

Waterproof layers 
Over trousers and coats 

 

- Weather protection 

- Tool use safety measures 

Warmth and comfort; understanding 

and experience of seasons 

Warm, removable 

layers 

- Sessions take place in all weather conditions 

so suitable clothing should be worn for the 

time of year. 

- Removable, thin layers allow for a change in 

body temperature and/or weather  

 

Regulating safe and comfortable 

body temperature; understanding 

own needs and keeping ourselves 

safe. 

Hard hats 

- Protecting head from falling branches when 

using tools 

- Protecting skull from injury during tool use 

- Identifying children who feel unsafe during 

tasks 

 

Understanding risks; learning how to 

take risks but keep safe 

Hi-vis vests 

 
 

- useful with younger or vulnerable children  

- useful with older ones for making hide and seek 

type games more difficult or balancing the game 

when playing with children of different ages or 

abilities 

- can be used to make it clear who is working with 

tools so others know to stay away 

Can spot all children quickly and 

easily. 

Spare/old clothing 

- Reminding children that adults do not mind 

getting these clothes dirty or damaged. 

- replace wet, muddy or damaged clothing 

- used as extra layer when in cold weather 

 

 

Reinforcing with parents that it is 

highly likely that their child will get 

dirty 

Close fitting work 

gloves

 

- Gloves are sensible for some activities such as 

clearing nettles and brambles.  

- Useful on non-tool hand for specific tools (see RA; 

weigh up the chance of harm with the loss of 

mobility and sensitivity caused by wearing gloves.)  

Skin protection from easily accessible 

plants and trees which may scratch 

and burn. 

Potential protection from mishaps 

with sharp tools. 

Offer protection and tactility 

Rigger gloves 

- As above but loose rigger gloves are often 

sturdier and will offer more protection so 

more appropriate for certain tools (bow saw 

for example) 

Skin protection from easily accessible 

plants and trees which may scratch 

and burn. 

Potential protection from mishaps 

with sharp tools.  

https://www.legislation.gov.uk/uksi/1992/2966/contents/made
http://learningintheleaves.co.uk/wp-content/uploads/2017/08/Personal-Safety-Equipment.pdf
https://i0.wp.com/forestschoolportfolio.com/wp-content/uploads/2016/04/work-gloves.jpg
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Protection from splinters and cuts 

from wood offcuts etc. 

Cheaper option than others. 

 

COVID CENTRIC PPE 

Masks 

- Face covering or face mask is not 

recommended in education, but is 

dependent on personal preference.  

- For groups which contain “spitters”, masks 

will be available for adults and other children 

in the group. 

 

 

COVID risks minimized, whole school 

policy followed. 

FS groups in line with form groups; 

minimizing cross contamination. 

COVID Requirements 

- minimising contact with individuals who are unwell 

by ensuring that those who have coronavirus 

(COVID-19) symptoms, or who have someone in 

their household who does 

- cleaning hands more often than usual  

- ensuring good respiratory hygiene by promoting 

the ‘catch it, bin it, kill it’ approach 

- cleaning frequently touched surfaces often using 

standard products, such as detergents and 

bleach 

- minimising contact and mixing by altering, as 

much as possible, the environment (such as 

classroom layout) and timetables (such as 

staggered break times) 

- keeping ‘class bubbles’ intact without cross 

contamination 

 

COVID risks minimized, whole school 

policy followed. 

FS groups in line with form groups; 

minimizing cross contamination. 

 

“The Forest School Association believes 

that, due to the nature of Forest School 

sessions and facilitating the play needs of 

children and young people, the most 

appropriate precaution that can be 

taken is to create and maintain learner 

‘bubbles’. This means that equipment, 

resources and the environment can be 

shared within each ‘bubble’ without 

significant risk.” (Appendix 25) 

Insect repellent 

- preventing irritating bites or annoyances 

from insects (especially pupils with a 

tendency to sensory overload or hyper 

sensitivities) 

Children feeling comfortable, more 

resilient for longer sessions. 

Understanding of the world and our 

role within it. 

 

Safety goggles 

 

- Useful when using tools that might splinter 

wood.  

Eye protection and awareness when 

using risky tools (stored in DT room) 

Fire safety equipment: 

Welders gauntlets 

 

- They protect not only the hands but also the 

wrists and forearms. 

- As well as safely and easily moving kettles 

and pans on and off the fire a decent pair of 

gauntlets can be used for moving burning or 

hot logs around on the fire. 

Children are often far more 

comfortable working with the fire 

and cooking when gloves are 

available. It can be difficult to find 

gauntlets in children’s sizes though so 

care needs to be taken that children 

have a secure hold on anything they 

are moving. 

 

Fire equipment: 

Fire extinguishing 

equipment 

 

- When working with fires it is always important 

to have a method for extinguishing the fire, 

especially during an emergency. 

- Examples: bucket of water, fire blanket, fire 

extinguisher 

 

 

 

 

 

 

Ensure fire is used safely and can be 

tackled if issues arise. 

First Aid Kits 
- Small scratches and minor injuries which 

don’t warrant a visit to the school office 

(recorded as per policy) 

Children feeling comfortable, more 

resilient for longer sessions. Self-care, 

understanding of risks and dangers. 

https://i0.wp.com/forestschoolportfolio.com/wp-content/uploads/2016/04/rigger-gloves-4.jpg
http://learningintheleaves.co.uk/wp-content/uploads/2017/08/Personal-Safety-Equipment.pdf
https://i1.wp.com/forestschoolportfolio.com/wp-content/uploads/2016/04/welders-gauntlets-1.jpg
http://learningintheleaves.co.uk/wp-content/uploads/2017/08/Personal-Safety-Equipment.pdf
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Develops understanding of germ 

theory and how to keep clean and 

safe. 

 

 

Procedures for safe 

tool use 

- Ensuring all adults and children follow safe 

use protocols 

- Use of social story and tool script to uniform 

understanding and learning 

- Ensuring all tools are kept safely maintained 

and used with respect 

Risks associated with tools are 

minimised. Adults are aware of 

techniques and how to teach them 

safely. Children allowed to embark 

on risky activities whilst being kept 

safe. 

 

Control of Substances Hazardous to Health Regulations (COSHH) 

COSHH (COSHH 2002 – Control of Substances Hazardous to Health (www.hse.gov.uk))is the law under which 

employers have a duty to control any substances that pose a hazard to health. Adhering to the legislation 

minimises the risk of harmful exposure to chemicals, fumes, dusts and gases. This could be through 

inhalation, ingestion or absorption into the skin or eyes. 

Hazardous substances are often present in schools, it is the FS leaders’ job to reduce COSSH incidences and 

risks by:  

• Making use of control measures and facilities provided by the employer; following Grange 

Academy policies and procedures. 

• Ensuring equipment is returned and stored properly; as outlined above. 

• Reporting defects/insufficiencies in control measures; in line with Grange Safer Working Policy, the 

Health and Safety at Work Act (www.hse.gov.uk) and RIDDOR Guidelines (RIDDOR 1995 – Reporting 

of Diseases and Dangerous Occurrences Regulations (www.hse.gov.uk)). 

• Wearing and storing personal protective equipment (PPE); as outlined above 

• Making proper use of washing facilities when required; as outlined in FS Daily Routines 

• Complying with any information, instruction or training that is provided; as outlined in Grange’s 

Teaching and Learning Policy. 

 

 

 

 

 

 

 

 

 

Safeguarding Children, Confidentiality and Forest School   
Grange Academy recognises its responsibilities for Child  Protection and for confidentiality.  The school 

recognises that effective Child Protection work requires sound procedures, good inter-agency cooperation 

and a workforce that is competent and confident in responding to child protection situations. All staff and 

adults will be subject to all Grange Academy policies, including Safeguarding (Appendix 13) and a Safe 

Working Practice Agreement (Appendix 14). Key considerations of these policies is included below:  

http://www.hse.gov.uk)/
http://www.hse.gov.uk/
http://www.hse.gov.uk/
http://learningintheleaves.co.uk/wp-content/uploads/2017/08/Personal-Safety-Equipment.pdf
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➢ Every child has the right to be safe from harm and danger. It is everyone’s responsibility to ensure 

every child is free from fear and able to learn and develop in safe, secure environments.  

➢ Grange Academy is committed to ensuring that every child is safe in our setting and we take this 

responsibility very seriously.   

➢ All staff attend regular safeguarding training  

➢ All staff receive an enhanced Disclosure and Barring Service check  

➢ Staff will respond promptly and appropriately to all incidents or concerns of abuse that may occur 

and work with statutory agencies as required.  

➢ Our Safeguarding Lead Practitioner is Charlotte Thomas and our Deputy Safeguarding Lead 

Practitioner is Angela Morris and any concerns must be discussed with one of them, after initial 

reporting using MyConcern (each staff member has their own individual log in) 

➢ All suspicions and investigations are kept confidential and shared only with those who need to know.  

NB. It is important to be aware that during Forest School sessions, children may become more 

confident and feel more secure. This, together with the development of risk taking skills, could 

increase the chance of disclosure about a safeguarding issue being made. It is essential that 

reporting procedures are followed correctly. 

Inclusion 

Grange Academy is committed to the idea that there should be equal opportunity for all. Our policies 

(Appendix 26; Inclusion Policy (Grange Academy SEN Policy)) help to ensure that we promote the 

individuality of our children, irrespective of ethnicity, attainment, age, disability, gender or background.  This 

is encompassed by our commitment to the Rights Respecting Schools Award (Appendix 27) to foster a 

responsibility and respect for our own rights, the rights of others in school and within the wider world. Forest 

School aims to provide a welcome and appropriate learning opportunity for all children providing an 

environment in which all children are supported to reach their full potential. Changes and adaptations can 

be made to the programme of activities to meet children’s specific needs. If the child has a one-to-one 

worker within School, it is expected that they would accompany the child. They would not be counted 

within staffing ratios. We recognise the developmental needs of a wide range of SEND children including 

gifted children and endeavour to meet them within the forest school programme. We aim to have regard 

to the DFES Code of Practice for Special Educational Needs (2001; attached as pdf Appendix 28) and also 

the provisions of the Disability Discrimination Act 2015. At Grange, we undertake that all children:   

• Feel secure and know that their contributions are valued   

• Appreciate and value the differences they see in others.   

• Are able to participate safely in clothing that is appropriate to their religious beliefs.   

• Are taught in groupings that allow them to experience success   

• Use materials that reflect a range of social and cultural backgrounds   

• Have a common curriculum experience that allows for a range of different learning styles 

• Are set challenging targets that allow them to succeed   

• Participate fully, regardless of disabilities or medical needs.   

Equal Opportunities, Inclusion and Forest School   

Grange Academy is committed to the idea that there should be equal opportunity for all. Our policies help 

to ensure that we promote the individuality of our children, irrespective of ethnicity, attainment, age, 

disability, gender or background. We undertake that all children:   

• Feel secure and know that their contributions are valued   

• Appreciate and value the differences they see in others.   

• Are able to participate safely in clothing that is appropriate to their religious beliefs.   

• Are taught in groupings that allow them to experience success  

• Use materials that reflect a range of social and cultural backgrounds   

• Have a common curriculum experience that allows for a range of different learning styles   

• Are set challenging targets that allow them to succeed   

• Participate fully, regardless of disabilities or medical needs. 

Keeping Parents Informed 

Before starting Forest School sessions, parents will be required to complete and return the Grange Academy 
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Forest school essential information parent letter and questionnaire (Appendix 29). This will allow the FS staff 

to be aware of relevant medical and cognitive information about each pupil, as well as providing up to 

date contact information.  

Roles and Responsibilities 

Responsibilities of the Grange Academy Local Authority Board (LAB; formerly the Governors), Head teacher 

and staff include: 

• identification, assessment and control of hazards within Grange and Forest School 

• Ensuring that all accidents, incidents and dangerous occurrences are adequately reported and recorded 

(including informing the Health and Safety Executive, and Ofsted, where appropriate).  

• Reviewing all reported accidents, incidents and dangerous occurrences, and Grange’s response, to 

enable corrective measures to be implemented.  

• Ensuring that all staff, students, volunteers and any other adult who come into unsupervised contact with 

children at the Pre-School have appropriate and up to date Criminal Record Bureau/DBS checks.  

 

Designated Person: 

Why does Forest School need trained Leaders? 

Skilled leadership helps to create opportunities for individuals to develop personally. Leaders need to 

develop skills to ensure that Forest School becomes part of the process of lifelong learning and not solely a 

tool to meet the needs of the curriculum. Becoming skilled in assessment and management of risk, the 

leader can allow the learners to take risks without endangering the Health and Safety of participants. 

Outdoor environments offer new challenges in terms of management and skills acquisition. Forest School 

Practitioner training also enables educational professionals and others to become aware of the impact on 

the environment that Forest School can make, learning how to assess, manage and minimise that impact 

enables sustainable use of Forest School sites and provides role modelling for engendering respect of the 

environment generally. 

 

Forest School Leader 

Designated person responsibility:  Miss Clare Breare the designated person who will take responsibility for 

each Forest School session. She is a member of the Senior Leadership and Teaching staff at Grange 

Academy, with responsibility for Elm Class and is the Leader of Teaching, Learning and Intervention. She 

commenced Forest School Level 3 training in October 2019. Miss Breare will carry out all role- safety sweeps, 

risk assessments and will plan for the sessions (so that relevant curriculum subjects can be incorporated into 

session).  Miss Breare and the relevant class Learning Support Assistant will check everyone is wearing the 

correct clothing etc. To ensure that the children gain the confidence, feel safe and gain maximum benefit 

from Forest School it is important that all Teachers and support staff, act as good role models at all times. 

Although the Forest School leader has overall duty of care for the children in Forest School, all adults present 

are required to take reasonable steps to ensure that all children are safe. During some sessions this will 

include the FS LSA and others will include Class LSAs and specific 1:1 adults. The Forest School LSA has a First 

Aid qualification and will be responsible for taking the appropriate First Aid equipment and medication to 

every session. The Forest School leader will always carry a mobile phone and walkie-talkie and know what to 

do in case of an emergency. The Forest School leader will carry out a sweep of the site before each session, 

recording findings and ensure safety of equipment before use. The Forest School leader is responsible for 

showing the children how to use tools safely and appropriately. Miss Breare will give staff any support they 

need to in turn support the children’s experience.  She will advise staff who and what we may be observing 

during Forest School, but as other lessons it is important to record any fabulous ‘wow’ moments of other 

children. All staff will have a camera/iPad. The Learning Support Assistant will ensure we have any snacks or 

drinks and will ensure we have our tool kit with us if needed and spare clothes.  Miss Breare will be 

responsible for carrying and issuing the medication of children who require it (Inhalers, EpiPens etc.). 

 

The FS leader is responsible for the day to day implementation, management and monitoring of the Health 

and Safety policy.  

The FS leader is required to report any matter of concern regarding the Health and Safety policy to the 

senior leadership team.  
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The FS leader leader will ensure that:  

• Regular safety inspections are carried out and the reports accurately logged.  

• Any action required as a result of a health and safety inspection is taken as rapidly as possible.  

• Information received on health and safety matters is distributed to the Pre-School Committee and all 

members of staff.  

• An investigation is carried out on all reported accidents, incidents and dangerous occurrences. 

• Staff are adequately trained to fulfil their role within the Health and Safety policy.  

Staff are responsible for ensuring that the provisions of the Health and Safety policy are adhered to at all 

times. As such, they are required to:  

• Have regard for the Health and Safety policy and their responsibilities under it.  

• Have regard for any health and safety guidance issued by the FS leader or LSA, and act upon it whenever 

appropriate.  

• Take reasonable care for their own health and safety as well as of other persons who may be affected by 

their acts or omissions at work.  

• Take all reasonable care to see that the equipment and premises that are used by children, and the 

activities that are carried out at the FS, are safe.  

• Report any accidents, incidents or dangerous occurrences that have led to, or may in the future be likely 

to lead to, injury or damage, and assist in the investigation of any such events.  

•Undergo relevant health and safety training when instructed to do so by the FS leader.  

 

Equipment considerations:  

1. The safety of all equipment will be checked on a weekly basis, which will be recorded and tracked 

appropriately (Appendix 23).  

2. Pupils will always be dressed appropriately.  In warm weather there will still be a requirement to keep legs 

and ankles covered, as much as possible.   

 

Travel Policy  

There are no travel arrangements involved as the Forest School area is situated within Grange Academy 

grounds. Some sessions may take place in Addison Park, which has access via a side gate (crossing the 

road using Educational Visit Policy). The Risk Assessment for Addison Park (Appendix 15) is fluid and will need 

approval from Louisa Heritage (Educational Visits Coordinating lead) on a day-to-day basis. 

 

Training for Forest School 

Clare Breare is currently training for the Level 3 Forest School Leader Qualification. She will manage the 

Forest School at Grange Academy. 

Clare will hold staff meetings and trains whole staff in the ethos behind FS and how this can benefit the 

types of pupils we work with. Clare will continue to run staff meetings and train staff in the activities we are 

able to provide, the equipment we will be using and all safety measure which are to be enforced.  

Clare is happy to develop staff skills, as part of her role for Teaching and Learning as well as Forest School 

Leader. She will ensure that all staff are happy with activities they may be involved in and enforce the use of 

equipment and skills in a safe, controlled manner with a view for these skills to be modelled to all pupils. 

 

 

 

 

Emergency Procedures 

A comprehensive Forest School Emergency Policy and Procedure can be found in Appendix 30.  
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1) Immediate safety of other group members and self-assessed. 

An adult will blow the emergency whistle 3 times and the children will congregate in front of to the 

FS Shed (this area is next to the Forest School area).   

 

2) Attend to casualty and make as comfortable as possible. 

 

3) Make sure the group is safe sending them to the Primary Area. At same time use walkie 

talkie/mobile phone to contact the school office. 

An additional adult is to ensure that the rest of the group are safe and away from any dangers. If 

necessary, pupils will be sent back to class. 

 

4) Administer First Aid 

A qualified First Aider (who is the LSA/contacted via the School Office) will attend to any casualties 

with adult helper and with regard for maintenance of required supervision ratios for the rest of the 

party. At least one first aider must be on site at all times. A record of changes in casualties’ state and 

anything administered to them to be made if possible. 

The school office will inform Ms Assink (the Head Teacher) as soon as they are able to.   

 

5) If necessary, contact emergency services. 

This will be done via the school office. A charged walkie-talkie and mobile phone will be taken to 

every session. A designated adult will be sent to meet the emergency vehicle at the entrance 

leading off Halsey Road.  Give the following information to the 999 operator:   

o Turn on to Halsey Road from the main (Bedford) Road; this is a circular road and will lead 

to the school gates where you will be met by a member of staff  

o Continue through the gates and down the pathway, round the back of the school, keep 

going until you can go no further 

o The gate should be open and vehicles can proceed onto the field area. 

o Continue to the far right corner.  

o Grid reference - TL 0276 4746 

 

6) Where appropriate the next of kin should be informed as soon as practicably possible after the 

incident.  The school office is responsible for doing this. 

 

7) An incident report must be filled in on site, and then logged when back at school. 

 

Poor Weather Conditions  

Forest School sessions will take place in most weather conditions.  Our FS area is within school grounds, so we 

are never far from the main building. Children must be dressed appropriately for the weather. Forest School 

may not take place if the weather conditions are considered to be dangerous; this may include high winds, 

thunder storms and extreme cold. We will use the BBC weather online forecast to make judgments about 

the expected conditions. When it is wet a shelter will be built immediately so that there is a sheltered area 

that is available from the start that can be used.  

• We assess the weather conditions prior to beginning all our session to ensure the safety a welfare of 

staff and pupils. We assess the environment before each session; the FS Leader will make the final 

decision as to whether a session takes place. 

• Sessions can take place on wet, windy, frosty and snowy das but the times could be shorter ensuring 

children do not become uncomfortable, cold or wet. 

• The experience of different weather conditions is valuable and offers exciting learning opportunities 

but safety is always paramount.  

• Ratios of 2 adults to 10 children (5y-16y) will always be maintained 
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• Grange as a salt and a sand bank; this can be used on icy hard surfaces. 

• If the weather turns inclement during a FS session, leaders may decide to return to school 

classrooms. 

Uninvited person/stranger  

In the event of an intruder on the site they will be challenged and asked to leave politely. The Designated 

Safeguarding Lead (Charlotte Thomas) must be informed immediately via mobile, walkie-talkie or adult 

messenger.  If the intruder refuses to leave, the Forest School leader may feel that the children are at risk 

then the group will be evacuated from the site and made to feel safe. Safeguarding Reporting Procedures 

(Appendix 13) must be followed, ensuring parents/guardian of the child/children are briefed by the Forest 

School Leader; following the DSL lead. 

Dogs   

In the event of a dog entering our Forest School area the children will act as they have been taught to:  

 - Call out ‘dog’ to warn others (especially those who are afraid of dogs)  

 - Stand still with arms crossed over the chest and head down  

 - Stay in that position until the dog has gone  

Contact to the school office via walkie-talkie/mobile phone will be made immediately. 

Missing Child  

In the event of a missing child the Forest School leader will call ‘1,2,3 where are you?’ If the child doesn’t 

appear then the immediate vicinity should be searched.  The school office will be informed immediately 

and this information will then be passed on to Ms Assink who will then decide what action to take, including 

whether to phone the police and parents.  

Death/Serious Injury  

In the event of death or serious injury, First Aid procedures (Appendix 31) will be followed. An adult will 

remain with the casualty whilst another adult removes the rest of the group, ensuring that they are safe.  The 

school office and Mrs Smith will be informed immediately who will notify the emergency services and the 

parents respectively. (N.B. No - one in the group should speak to the media. The names of those involved in 

the incident should not be given to the media as this could cause distress to their families. Any enquiries 

from journalists must be referred to the head teacher.) 
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Environmental Impact Considerations  

As Grange Academy and Forest School practitioners and participants, we aim to engender a high level of 

respect for the natural world and encourage everyone who is involved to make good decisions about their 

environment. One of the principles of Forest School is to promote environmental awareness and encourage 

sustainability. The children are taught about an appreciation, respect and responsibility for the world around 

them. Both the children and adults are encouraged to be aware of conservation issues of the woodland 

around them. This is encompassed by our commitment to the Rights Respecting Schools Award (Appendix 

27) to foster a responsibility and respect for the wider world in our pupils. We will be operating in a way that 

minimises waste, optimises recycling and promotes the reuse of materials we hope to demonstrate and 

encourage a wider respect for the environment, as well as an understanding that all produce and waste is 

linked to the health of our planet as a whole. It is important that children learn to look after our woodlands 

and outdoor spaces. They need to learn how to share the woodland with animals and plants and know 

how to look after them. Forest School will encourage them to take responsibility for this and develop a 

respect for the natural world. Forest School sessions should not have any negative impact on the Forest 

School site and there should be no evidence of our visit after we have left. 

Minimising Environmental Impact 

Activity Impact Mitigation 

Collecting 

wood 

Dead wood is important to any woodland 

ecology as it has a multitude of uses, from 

homes for mini beasts to beds for fungi, so a 

lack of it is bad for any woodland habitat.  

 

Limit the frequency of fires and evaluate the 

amount of dry, dead wood before having a fire. 

Collect only the minimum amount required for any 

given fire.  Reserve specific areas for dead wood 

conservation. 

Fires Changes in soil chemistry can lead to 

increases in PH levels, carbon, phosphorous, 

etc. which can be harmful to some plants, 

whilst other essential nutrients may be 

depleted. Fire can travel underground to 

roots even after appearing to be 

extinguished.  

 

Proximity to residential housing; mindful of 

fumes and ash being blown away 

Designate a fixed location for the fire. Ensure that all 

fires are extinguished fully before leaving the site. 

The use of a fire pit limits damage to the ground. 

 

Ensure fires are not producing excessive ash into 

one particular area; use tarp/camouflage to 

reduce smoke migration around fences where 

possible and safe 

 

If fires have been lit in other areas than the fire pit, it 

is vital that the ground is left as found and earth re-

instated over the area.  

Collecting 

Natural 

Materials 

 

Damage to plants - some plants are far 

more sensitive to losing their leaves or 

flowers than others and different seasons 

affects this too.  

 

No picking no licking motto applies at all times. 

Ensure that only fallen leaves or flowers are 

collected.   

 

Tree 

Climbing, 

Shelter 

Building & 

Swings 

 

Damage to trees. Restrict these activities to suitable trees that will 

tolerate them.  

 

Cooking Food waste may attract animals to the site 

or increase numbers of certain species, 

potentially leading to adverse changes in 

biodiversity.  

 

Take all left over food back to school in a bin bag 

for suitable disposal.  

 

Grounds 

wear and 

tear 

Excessive trampling can cause grass/plant 

death and mud/dry patches 

Mindfulness when walking, checking routinely for 

ground stress, changing routes to FS and activities 

within the area so they are not all focussed to one 

point. 
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Rubbish and litter being dropped can cause damage and be life threatening to wildlife, therefore before 

leaving our site we will ensure that any litter is collected and disposed of suitably within school in order to 

adhere to our ‘Take only photos, Leave only footprints’ motto. It is important to bear in mind the ecological 

impact of running a Forest School and with that in mind consideration will be given to the following:  

• Where possible, the fire will be contained in a Kelly kettle which uses very little fuel and will enable 

the site to be left unaltered when it has been put out.  

• This will limit the amount of dead wood that is burnt as it is important for the soil layer of the forest.  

• Children will be educated not to pick up anything that is still growing.  

• Unless the locations have an abundance of a woodland resource required for specific activity, 

materials will have provided by the Forest School leaders from various other sites.  

• The Forest School leaders will observe the effect of the route to and from the site and if necessary 

adjust the route to ensure the woodland flooring has time to recover.  

• Where beneficial to the woodland the School will coppice Ash, Sycamore and other self- seeding 

trees.  

• Forest school leaders will ensure that woodland species are conserved and will endeavour to plant 

new species if damage has occurred. 

• Litter will be taken back to school to be disposed of properly. 

 

Sustainability and Conservation 

To ensure that our Forest School has minimal negative impacts, we will enforce these actions: 

1) Sourcing materials sustainably; in line with Bedford Borough’s Procurement Strategy: Guide to 

Sustainable Procurement - Green Procurement Guidelines (Appendix 32) 

2) Site Maintenance – keep the site clean and tidy. Remove anything which may lead to 

environmental damage, or create health hazard to people or natural plant and/or animal species. 

Diseased plant or animal species should be removed with care and disposed of appropriately.  

3) Offsite activities - seek permission to use offsite environment where possible, achievable and safe 

where appropriate. In public places always adopt the “Countryside Code” 

4) Animal friendly habitats – Create and/or preserve habitats within our areas of activity. Be aware of 

the variety of species which depend on the same environment as us. For instance, wetland, rain 

garden, insect, butterfly, birds we should investigate and monitor our impact on the environment we 

use. 

5) Planting – before modifying and/or developing any planted areas, consider the impact. Use plant 

pieces which will maintain and support the existing eco-system, be aware of Native Plantings. Tree 

planting only to take place after careful consideration of the long term impact on our environment. 

6) Compost and waste – make maximum use of recycling and composting opportunities. Look to use 

the Horticulture set up a Sensory Garden resources when appropriate. 

7) Maximising underutilized outside space – although we should aim to maximise underused spaces, 

we need to be careful that we do not move to overuse of certain areas. Consider restricting the use 

of certain areas at sensitive periods of the year. 

8) Minimal mowing policy – identify areas where minimal mowing will support existing spaces. Consider 

area set aside for Meadow Song Project (2020). 

9) Natural, organic fertilizer – assess the impact of any fertilizers and/or chemical applications within our 

environment. Permission to use Horticulture compost bins granted. Pesticide and chemical use to be 

investigated and monitored. If necessary, a Reduction Policy will be developed.  
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Baseline and Post Assessment: 

 



 

Page 36 of 150 

 

 

 



 

Page 37 of 150 

 

Appendix 2 

Data Protection Policy 

  

Reviewer: Catherine Assink – Head of School 

Reviewed: January 2020 

Due for review: January 2021 

 

Introduction 

Grange Academy is committed to providing outstanding educational opportunities for all our pupils and 

students. This policy is intended to ensure that personal information is dealt with correctly and securely and 

in accordance with the Data Protection Act 1998, and other related legislation. It will apply to information 

regardless of the way it is collected, used, recorded, stored and destroyed, and irrespective of whether it is 

held in paper files or electronically. 

All staff involved with the collection, processing and disclosure of personal data will be aware of their duties 

and responsibilities by adhering to these guidelines. 

Grange Academy will hold the minimum personal data necessary to enable it to perform its function and it 

will not hold it for longer than necessary for the purposes it was collected for. 

Every effort will be made to ensure that data held is accurate, up to date and that inaccuracies are 

corrected without unnecessary delay. 

Statement of intent 

Grange Academy collects and uses personal information about pupils/students, staff, parents/carers and 

other individuals who come into contact with the organisation. This information is gathered in order to 

enable Grange Academy to provide education and associated functions. In addition, there may be a 

legal requirement to collect and use information to ensure that Grange Academy complies with its statutory 

obligations. 

Schools and colleges 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 available on ICO’s website. 

Schools and colleges also have a duty to issue a Fair Processing Notice to all pupils/students/parents/carers: 

this summarises the information held on pupils/students, why it is held and the other parties to whom it may 

be passed on. 

Data Protection Registration numbers for each Grange Academy setting can be found at the end of this 

policy. 

Grange Academy will do everything within its power to ensure the safety and security of any material of a 

personal or sensitive nature. 

It is the responsibility of all members of the Grange Academy community to take care when handling, using 

or transferring personal data that it cannot be accessed by anyone who does not: 

- have permission to access that data, and/or 

- need to have access to that data. 

Data breaches can have serious effects on individuals and/or organisations, can bring the organisation into 

disrepute and may result in disciplinary action, criminal prosecution and fines imposed by the ICO on 

Grange Academy and the individuals involved. 

Particularly, all transfer of data is subject to risk of loss or contamination. Anyone who has access to personal 

data must know, understand and adhere to this policy, which brings together the legal requirements 

contained in relevant data protection legislation and relevant regulations and guidance. 
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Data protection principles 

The Data Protection Act 1998 establishes eight enforceable principles that must be adhered to at all times: 

- Personal data shall be processed fairly and lawfully. 

- Personal data shall be obtained only for one or more specified and lawful purposes. 

- Personal data shall be adequate, relevant and not excessive. 

- Personal data shall be accurate and where necessary kept up to date. 

- Personal data processed for any purpose shall not be kept for longer than is necessary for that purpose 

or those purposes. 

- Personal data shall be processed in accordance with the rights of data subjects under the Data 

Protection Act 1998. 

- Personal data shall be kept secure i.e. protected by an appropriate degree of security. 

- 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. 

Grange Academy is committed to maintaining these principles at all times. Therefore the organisation will: 

- Inform individuals why the information is being collected when it is collected 

- Inform individuals when their information is shared, and why and with whom it was shared 

- Check the quality and accuracy of the information it holds 

- Ensure that information is not retained for longer than is necessary 

- Ensure that when obsolete information is destroyed, it is done so appropriately and securely 

- Ensure that clear and robust safeguards are in place to protect personal information from loss, theft and 

unauthorised disclosure, irrespective of the format in which it is recorded 

- Share information with others only when it is legally appropriate to do so 

- Set out procedures to ensure compliance with the duty to respond to requests for access to personal 

information (Subject Access Requests) 

- Ensure that Grange Academy staff are aware of and understand our policies and procedures 

Everyone in the organisation has the responsibility of handling protected or sensitive data in a safe and 

secure manner. 

Governors and Directors are required to comply fully with this policy in the event that they have access to 

personal data when engaged in their respective roles. 

Personal data 

Personal information or data is defined as data that relates to a living individual who can be identified from 

that data, or other information held. 

Grange Academy and individuals will have access to a wide range of personal information and data. The 

data may be held in a digital format or on paper records. Personal data is defined as any combination of 

data items that identifies an individual and provides specific information about them, their families or 

circumstances. This will include: 

- Personal information about members of the Grange Academy community, including pupils/students, 

members of staff and parents/carers, e.g. names, addresses, contact details, legal guardianship details, 

health records, disciplinary records etc. 

- Curricular/academic data e.g. class lists, pupil/student progress records, reports, references. 

- Professional records e.g. employment history, taxation and National Insurance records, appraisal 

records and references. 

- Any other information that might be disclosed by parents/carers or by other agencies working with 

families or staff members. 

Requests from Police or other official bodies for personal information should be made via the form in 

Appendix 2. 

Responsibilities 

Everyone in the organisation has the responsibility of handling protected or sensitive data in a safe and 

secure manner. Local Advisory Board members and Directors are required to comply fully with this policy in 

the event that they have access to personal data when engaged in their governance role. 
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Information for parents/carers – Privacy Notice 

In order to comply with the fair processing requirements of the DPA, Grange Academy will inform parents 

and carers of all pupils and students of the data it collects, processes and holds on pupils/students, the 

purposes for which the data is held and the third parties (e.g. LA, DfE) to whom it may be passed. This 

privacy notice will be passed to parents/carers through the website of the relevant Grange Academy 

setting. 

Training and awareness 

Staff will receive data handling awareness/data protection training and will be made aware of their 

responsibilities as described in this policy, through: 

- Induction training for new staff 

- Staff handbook/induction handbook 

- Staff meetings/briefings and Inset days 

 

DATA PROTECTION 

Physical security 

Appropriate building security measures are in place, such as alarms, window bars and deadlocks. Only 

authorised persons are allowed access to personal files. Information will be locked away securely when not 

in use. Visitors to Grange Academy settings are required to sign in and out, to wear identification badges 

whilst on Grange Academy property and are accompanied by Grange Academy staff where appropriate. 

Grange Academy operates a Clean Desk Policy across all its sites: 

- At known extended periods away from their desks, such as a lunch break, staff should place sensitive 

working papers in locked drawers. 

- At the end of the working day staff should tidy their desks and store all papers and other work-related 

materials/storage devices in a suitable place e.g. locking desk pedestal or filing cabinet. 

- Personal or confidential business information must be protected using security features provided, for 

example secure print on printers. 

- Computers must be logged off/locked or protected with a screen locking mechanism controlled by a 

password when unattended. 

- Staff should take care not to leave confidential material on printers or photocopiers. 

- All business-related printed matter must be disposed of using confidential waste bins or shredders. 

Data storage and access 

Grange Academy will ensure that IT systems are set up so that the existence of protected files is hidden from 

unauthorised users and that users will be assigned a clearance that will determine which files are accessible 

to them. 

Access to protected data will be controlled according to the role of the user. Members of staff will not, as a 

matter of course, be granted access to the whole management information system. 

Users will use strong passwords which must be changed regularly. Passwords must be changed immediately 

if staff suspect their security has been breached. User passwords must never be shared. 

Personal data may only be accessed on machines that are securely password protected. Any device that 

can be used to access data must be locked if left (even for very short periods). 

All storage media must be stored in an appropriately secure and safe environment that avoids physical risk, 

loss or electronic degradation. 

Personal data can only be stored on Grange Academy equipment (this includes computers and portable 

storage media). User-owned equipment must not be used for the storage of personal data. 

When personal data is stored on any portable computer system, USB stick or other removable media: 

- the data must be encrypted and password protected  

- the device must be password protected 
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- the device must offer approved virus and malware checking software 

- the data must be securely deleted from the device in line with Grange Academy policy once it has 

been transferred or its use is complete 

Grange Academy has clear policies and procedures for the automatic backing up, accessing and 

restoring of all data held on Grange Academy systems. 

Paper-based protected and restricted material must be held in lockable storage. 

Grange Academy recognises that under Section 7 of the DPA, data subjects have a number of rights in 

connection with their personal data, the main one being the right of access. 

Procedures are in place to deal with Subject Access Requests i.e. a written request to see all or part of the 

personal data held by the data controller in connection with the data subject. 

Data subjects have the right to: 

- know if the data controller holds personal data about them; 

- see a description of that data; 

- know the purpose for which the data is processed; 

- know the sources of that data; 

- know to whom the data may be disclosed; 

- receive a copy of all the personal data that is held about them. 

Under certain circumstances the data subject can also exercise rights in connection with the rectification, 

blocking, erasure and destruction of data. Where a request includes data about another person, 

information may be redacted to protect that person’s data. 

Secure transfer of data and access outside of Grange Academy settings 

Grange Academy recognises that personal data may be accessed by users outside of Grange Academy 

settings, or transferred to local authorities or other agencies. In these circumstances: 

- Users may not remove or copy sensitive or restricted or protected personal data from Grange 

Academy premises without permission and unless the media is encrypted, password protected and 

transported securely for storage in a secure location. 

- Users must take particular care that computers or removable devices which contain personal data 

must not be accessed by other users (e.g. family members) when outside Grange Academy premises. 

- When restricted or protected personal data is required by an authorised user from outside the 

organisation’s premises (e.g. by a member of staff to work from their home), they should preferably 

have secure remote access to the management information system or learning platform. 

- If secure remote access is not possible, users must only remove or copy personal or sensitive data from 

Grange Academy premises if the storage media, portable or mobile device is encrypted and 

transported securely for storage in a secure location. 

- Where files containing personal data need to be sent via email, the file must be password protected 

and the password conveyed separately to the recipient. 

- All portable and mobile devices and storage media used to store and transmit personal information 

must be protected using approved encryption software. 

- Particular care should be taken if data is taken or transferred to another country, particularly outside 

Europe, and advice should be taken from the local authority (if relevant) in this event. 

Disposal of data 

Grange Academy will comply with the requirements for the safe destruction of personal data when it is no 

longer required. 

Data held about individuals will not be kept for longer than necessary for the purposes registered. It is the 

duty of each Head to ensure that obsolete data is properly erased. 

The disposal of personal data, in either paper or electronic form, must be conducted in a way that makes 

reconstruction highly unlikely. Electronic files must be securely overwritten, in accordance with government 

guidance; other media must be shredded, incinerated or otherwise disintegrated for data. 
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Audit logging/reporting/incident handling 

It is good practice, as recommended in ‘Data Handling Procedures in Government’ (Cabinet Office, 2008), 

that the activities of data users in respect of electronically held personal data will be logged and these logs 

will be monitored by responsible individuals. The audit logs will be kept to provide evidence of accidental or 

deliberate. 

Data security breaches, including e.g. loss of protected data or breaches of an acceptable use policy. 

In the event of an information risk incident, the complaints procedure in the Grange Academy Complaints 

Policy should be followed. This procedure allows for reporting, managing and recovering from information 

risk incidents by establishing: 

- a ‘responsible person’ for each incident; 

- a communications plan, including escalation procedures; 

- and resulting in: 

- a plan of action for rapid resolution; and 

- a plan of action of non-recurrence and further awareness raising. 

All significant data protection incidents must be reported either to the Principal/CEO or to the Senior 

Information Risk Officer (SIRO) who will then contact the Information Commissioner’s Office based upon the 

local incident handling policy and communication plan. 

Websites and social media 

Grange Academy will ensure that no personal information, including images, will be published on Grange 

Academy websites or social media e.g. official Twitter account, without permission from the individual/s 

concerned. Pupil/student and staff access to websites and social media groups is monitored by Grange 

Academy on a regular basis. 

Complaints 

Complaints will be handled in accordance with Grange Academy Compliments and Complaints Policy. 

Complaints relating to information handling may be referred to the Information Commissioner (the statutory 

regulator). 

FURTHER INFORMATION 

Information Commissioner’s Office 
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Appendix 3 

E-safety Policy 

 
Reviewer: Catherine Assink – Head of School 

Reviewed: September 2019 

Approved by Local Advisory Board (LAB): September 2019 

Due for review: September 2020 

E-Safety Policy 

INTRODUCTION 

Grange Academy is committed to providing outstanding educational opportunities for all our pupils and 

students. The safety and welfare of our pupils and students is of the utmost importance. Ensuring that pupils 

and students can safely access new technology and learn how to participate in the digital world without 

compromising their safety and security is a key part of delivering a well-rounded programme of education. 

This policy sets out how we will keep pupils/students at Grange Academy safe, whether using technology 

within Grange Academy provision or at home. 

E-safety represents a crucial strand of safeguarding children and vulnerable adults, and such this policy 

cross-references to Grange Academy Child Protection and Safeguarding Policy and Procedures. 

This policy applies to all members of the Grange Academy community including staff, pupils/students, 

governors, volunteers, parents and carers, visitors, outside professionals and community users who have 

access to Grange Academy IT system. 

E-SAFETY 

The impact of technology on the lives of all citizens increases yearly, particularly for children and young 

people who are keen to explore new and developing technologies. Technology is transforming the way 

that schools teach and children learn. At home, technology is changing the way children live and the 

activities in which they choose to partake. Developing technology brings opportunities; it also brings risks 

and dangers including: 

• Access to illegal, harmful or inappropriate images or other content 

• Unauthorised access to, loss of, and sharing of personal information 

• Internet grooming 

• Radicalisation 

• The sharing and distribution of personal images without consent 

• Inappropriate communication and contact with others 

• Cyber-bullying 

• Sexting 

• Access to unsuitable video and internet games 

• An inability to evaluate the quality, accuracy and relevance of information on the internet 

• Plagiarism and copyright infringement 

• Illegal downloading of music or video files 

• Excessive use which may impact on social and emotional development and learning 

ROLES AND RESPONSIBILITIES 

Grange Academy has a Designated Safeguarding Lead (DSL) and a Deputy Safeguarding Lead (DDSL), 

who will oversee and manage the recording, investigation and resolution of cyberbullying and any other 

incidents which fall within the remit of this policy. 

All Grange Academy staff will familiarise themselves with this policy. E-safety is included in discrete lessons, 

training to staff and also throughout the year through other vehicles, such as assemblies. 

Grange Academy has a LAB member responsible for Safeguarding and Child Protection, who will monitor 
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adherence to the policy, together with the Designated Safeguarding Lead, and feedback to the Local 

Advisory Board as appropriate. 

Grange Academy will monitor the impact of this policy using: 

- Logs of reported incidents (maintained by the IT Technician and Designated Safeguarding Lead). 

- Monitoring of the Academy’s network where necessary. 

- Regular monitoring of the Academy’s social media presence. 

- Monitoring of the Academy’s internet access where necessary, and regular reviews of the Academy’s 

website filtering. 

- Parent/carer questionnaires. 

CREATING A SAFE IT INFRASTRUCTURE 

All users of Grange Academy computer networks have clearly defined access rights, enforced using a 

username and password login system. Account privileges are achieved through the file and folder 

permissions, and are based upon each user’s requirements. 

Pupils’ accounts are restricted and do not allow access to all network drives. Guests are required to login 

using a visitor login that has limited network access. 

A permanently-enabled filtering system is used to filter inappropriate material. Additionally, web pages are 

scanned for content as requested. Any changes to settings have to be requested through Grange 

Academy IT technician. Security software is installed on all computers. 

Staff should be aware that Internet traffic is monitored and can be traced to the individual user. It is the 

responsibility of the user to ensure that they have logged off the system when they have completed their 

task and to keep their user credentials confidential. 

Please refer to Grange Academy Acceptable Use Policy for further details (Appendix 1). 

Rules for publishing material online (including images of pupils) 

Academy websites are a valuable tool for sharing information and promoting pupils’ and students’ 

achievements. We recognise the potential for abuse. Therefore, the following principles will always be 

considered: 

- If an image, video or audio recording of a pupil/student is used, their surname should not be used 

(including in credits). 

- Staff must not take photographs of pupils or students using their personal devices – all pupil/student 

photographs must be taken using Grange Academy equipment. 

- Files should be appropriately named in accordance with these principles. 

- Only images of pupils/students in suitable dress should be used and group photographs are preferred 

(though not exclusively) in preference to individual photographs. 

- Parents/carers are given the opportunity to withdraw permission for the Academy to publish 

images/audio/video of their child on the Academy website. Photograph Permission forms are 

completed at the beginning of every academic year or earlier if necessary. 

- Content should not infringe the intellectual property rights of others – copyright may apply to text, 

images, music or video that originate from other sources. All copied or embedded content should be 

properly referenced. 

- Content should be polite and respect others. 

- Material should be proofread by a member of the Academy’s Senior Leadership Team before being 

published. 

When photos and videos of Academy events are permitted to be taken by parents and carers, they will be 

asked not to publish them on any public area of the Internet, including social networking sites. 

Pupil/student rules for acceptable internet use 

Pupils will adopt the rules as laid out in Appendix 2 below in an age-appropriate way for the pupils/students 

at Grange Academy. Teachers will talk through rules and ensure that all pupil understand them. 
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Visitor rules for acceptable internet use 

Visitors’ Internet use will vary depending upon the purpose of their visit. Generally, we expect all visitors to 

abide by the following rules: 

- I will respect the facilities by using them safely and appropriately. 

- I will not use the Internet for personal financial gain, political purposes, advertising, personal or private 

business. 

- I will not deliberately seek out inappropriate websites. 

- I will report any unpleasant or upsetting material to a member of staff immediately. 

- I will not download or install program files. 

- I will not use USB memory devices on Academy computers, unless it has been checked by the IT 

department. 

- I will be polite and respect others when communicating over the Internet. 

- I will not share my login details. 

- I will not carry out personal or unnecessary printing. 

- I understand that the Academy may check my computer files and monitor my Internet use. 

Staff and LAB rules for acceptable internet use 

Staff and LAB members must use the Internet safely, appropriately and professionally within the Academy. 

They must be aware that they are role models for others and should promote and model high standards of 

behaviour at all times. For further details, please refer to the Grange Academy Acceptable Use Policy. 

E-SAFETY EDUCATION AND TRAINING 

The aim of e-safety education within Grange Academy is to teach pupils how to manage and deal with 

risks they encounter by themselves, whilst at the same time encouraging them to become positive users of 

both new and emerging technologies. 

Pupils will be taught about safe and appropriate electronic communication, including the indelible nature 

of emails, social media presence, images and other e-communications. Aspects of e-safety such as 

cyberbullying, revenge porn, trolling and other harassment will be covered in an age-appropriate way, with 

emphasis placed on respecting oneself and one’s peers, in order to build confidence and understanding 

among pupils/students as they interact with technology. 

For younger pupils Internet use will be closely supervised and based around pre-selected, safe websites. 

Pupils will be regularly reminded about how to always take care when clicking and to seek help from an 

adult if they see anything that makes them unhappy or that they are unsure about. These digital literacy 

skills will be developed in keeping with pupils’ age and ability, with lessons promoting a responsible attitude 

towards searching the Internet and the importance of personal security measures such as strong passwords 

and processes for reporting any concerns. 

As they progress through the Academy, pupils will be encouraged to become more independent at 

researching information on the Internet, being taught the necessary skills to critically evaluate sites for 

accuracy and suitability. They will be supported to use online collaboration tools for communicating and 

sharing ideas. 

E-safety updates for staff 

Staff will receive regular updates about how to protect and conduct themselves professionally online and 

to ensure that they have an awareness of issues surrounding modern technologies, including safeguarding. 

They are also directed to relevant websites to help support their understanding of these issues. Some of this 

information will be provided by email updates and at staff meetings. 

E-safety updates for parents/carers 

Grange Academy aims to provide opportunities for parents and carers to receive e-safety education and 

information (e.g. via the Academy website, newsletter and workshops) to enable them to better 

understand the issues surrounding new technologies and to help them support their children in developing 

good e-safety. 

Guidance on the use of social networking and messaging systems 

Grange Academy recognises that many staff will actively use Facebook, Twitter and other social 
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networking, blogging and messaging services, including to support their own professional development by 

developing personal learning networks with other educational practitioners. 

Staff must recognise that it is not appropriate to discuss issues relating to pupils/students or colleagues via 

social media networks; discretion and professional conduct is essential. Posts that bring Grange Academy 

into disrepute and/or breach confidentiality are likely to result in disciplinary action. Staff should review their 

privacy settings to make sure that their profiles and photographs are not viewable by the general public. 

It is never acceptable to accept a friendship request from a child or young person at Grange Academy or 

from ex-pupils/students who are still minors. This is to avoid any possible misinterpretation of motive or 

behaviour which could be construed as grooming. 

Staff must not give their personal contact details to pupils/students, including e-mail, home or mobile 

telephone numbers. All correspondence should be via Grange Academy systems. 

Mobile phones are not permitted to be used on the school site unless authorised by the Head of School, by 

colleagues on their breaks, or for very occasional use by office staff or teachers’ on PPA. This policy allows us 

to model the behaviour we expect from pupils. The school appreciates the enhanced communication that 

use of mobile phones provides when supporting pupils during educational visits. It is wholly reasonable for 

staff to use their own phones for personal use during their ‘down time’ on residential trips. 

Mobile Phone usage 

Visitors to the school are not permitted to use mobile phones on the school site. The use of phones to 

photograph other people’s children is strictly prohibited. 

Staff are not permitted to use their phones in front of pupils. 

Pupils hand in their phones in the morning to their form or class teachers. These are kept securely in the 

school office and returned at the end of the school day. 

DATA PROTECTION 

Personal data will be recorded, processed, transferred and made available according to the Data 

Protection Act 1998 which states that personal data must be: 

- Fairly and lawfully processed 

- Processed for limited purposes 

- Adequate, relevant and not excessive 

- Accurate 

- Kept no longer than is necessary 

- Processed in accordance with the data subject’s rights 

- Secure 

- Only transferred to others with adequate protection 

Staff must ensure that they: 

- At all times take care to ensure the safe keeping of personal data, minimising the risk of its loss or misuse; 

- Use personal data only on secure password protected computers and other devices, ensuring that they 

are properly ‘logged-off’ or ‘locked’ at the end of any session in which they are using personal data; 

- Be fully aware of the risks of transferring data using removable media. When personal data is stored on 

any portable computer system, USB stick or any other removable media, it must be securely deleted 

once its use is complete. 

It may sometimes be necessary to send confidential information outside the organisation e.g. as part of a 

safeguarding investigation. All staff must at all times consider the security of such information. Any 

confidential or sensitive information conveyed via email must be password protected and the password 

conveyed separately to the recipient, preferably by means other than email. Confidential or sensitive emails 

should be encrypted wherever possible. 

Rules for the Acceptable use of the Internet are discussed with all pupils. Pupils sign an acceptable user 

policy which are differentiated for different ability levels. 
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The IT technician will keep staff informed and updated on issues relating to Internet Safety and attend 

courses when available. This training is then disseminated to all teaching staff, learning support assistants 

and other school stakeholders. 

Parent training takes place on a regular basis and parents have access to links on e-safety advice on the 

school website. 
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Appendix 4: 

Grange Academy Pupils Media Consent Letter 
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Appendix 5 

Positive Behaviour Management Policy  

 
Reviewer: Angela Morris (Deputy Head of School - Secondary Non-ASC/Sixth Form)  

Reviewed: September 2018  

Approved by Local Advisory Board (LAB):  September 2018  

Due for review: September 2020  

INTRODUCTION   

Grange Academy is committed to providing outstanding educational opportunities for all our students. 

Encouraging and supporting positive behaviour in Grange Academy is a crucial part of supporting our 

students to learn effectively. We have adopted the Unicef rights and in accordance with Article 4: We 

believe that the government has a responsibility to make sure children’s rights are protected. They must help 

your family to protect your rights and create an environment where you can grow and reach your 

potential. We will adhere to legislation, national and local guidance and will work in partnership with 

students, their families and supporting agencies in order to protect all Grange Students and help them learn 

how to make positive choices that will enable them to develop into responsible citizens.   

This relies on mutual respect and trust between students and staff and the fostering of a positive learning 

environment. All Grange Academy staff, students /students and families should have ownership of and a 

commitment to this policy.   

RATIONALE   

The behaviour and social/emotional development of the students at Grange Academy is an essential 

factor in facilitating positive access to their learning, the wider community and the overall quality of their 

lives. We recognise that successful support for students via the management of challenging behaviour is 

wholly dependent upon the school ethos. It is incumbent on the whole school community, including 

governors, families and staff, to promote positive behaviour and to maintain a positive regard towards all 

students and colleagues, offering students appropriate role models at all times. All those who are part of the 

school community should demonstrate an unfailing commitment to good values and principles, such as:   

• Teaching right from wrong   

• Honesty and fairness   

• Respect for others   

• The importance of getting on with people and establishing positive relationships   

• Self-discipline, self-management of behaviour and a sense of responsibility for oneself  

• The ability to reflect   

 Student behaviour, both appropriate and inappropriate, should be managed with sensitivity and 

professionalism. Staff and other adults within the school’s community need to constantly re-examine and 

reflect upon their own values, attitudes and behaviours in order to appreciate the messages that they are 

giving students. They also need to be familiar with clear guidelines and strategies e.g. EHCP, Student 

Passports, Risk Assessments and Support Plans, to help maintain positive behaviour and discourage negative 

behaviours when they occur. Regular, high quality in-service training can do much to help staff achieve 

better understanding of pupil behaviour and Grange Academy is committed to providing this.   

 School staff should be aware of recent legislation, relevant literature or research, local and national 

guidelines and successful practices elsewhere related to the field of positive behaviour support. We 

recognise that challenging behaviour, however it manifests itself, is usually an impediment to accessing the 

curriculum effectively, and thus quality learning environments, differentiated work that is bespoke to the 

students’ needs is a necessary pre-requisite to effective teaching and learning.   

 Grange Academy recognises the importance of a whole school approach to behaviour management.  
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AIMS   

The principles of high quality learning behaviour are paramount. This is behaviour that most ably supports 

young people to engage most purposefully with their learning. This will include social communication skills, 

such as turn taking, active listening, responsiveness to adults and peers and high levels of engagement. In 

many cases, such behaviours will need to be actively taught, promoted and modelled by key adults within 

the overall framework of good and outstanding teaching. Unicef rights Article 3 states that: All adults should 

do what is best for you. When adults make decisions, they should think about how their decisions will affect 

children.  

At Grange Academy, we develop positive relationships and we:  

• Understand that positive behaviour management promotes high quality learning experiences  

• Maintain a culture and ethos that has respect for the child or young person at its centre   

• Provide an environment of calm and good order   

• Have positive expectations that students will behave well, with courtesy and with self-discipline, and 

that staff uphold strong professional and personal values towards each other  

• Embed effective systems and procedures to encourage and maintain positive behaviour, with a set 

of strategies to help staff prevent and respond to challenging behaviour   

• Recognise that challenging behaviour is a form of communication and always treat it as such  

• Provide relevant training, structures and support for all, including parents   

• Work in close partnership with parents, carers and other agency colleagues   

UNDERSTANDING CHALLENGING BEHAVIOUR   

Grange Academy understands challenging behaviour to be behaviour which:   

• Prevents students’ participation in appropriate educational activities   

• Often isolates them from their peers   

• Affects the learning and functioning of others   

• Drastically reduces their opportunities for involvement in ordinary community activities   

• Places the child and/or others in physical danger   

• Makes excessive demands on staff and resources   

• Makes the possibilities for future placement difficult   

We are aware that different people may interpret the appropriateness and severity of challenging 

behaviour in different ways. We recognise that we must manage our own responses to challenging 

behaviour before we try to manage students who are displaying the behaviour. We will endeavour to listen 

to student views and understand their behaviour form their perspective. Unicef Article 12:  You have the 

right to give your opinion, and for adults to listen and take it seriously. 

STRATEGIES FOR PROMOTING POSITIVE BEHAVIOUR   

Positive behaviour can be facilitated in many ways, for example by:   

• Establishing a learning community in which the general environment is calm, well ordered and 

disciplined.   

• Setting a good example by behaving in the way it is desirable for students to behave; promoting 

high quality attitudes to learning.  

• Being proactive by highlighting and praising positive behaviour.   

• Preventing challenging behaviour - avoiding confrontation, avoiding ‘triggers’ or background 

factors known to present difficulties to the pupil.   

• Ensuring that everyone is clear about which behaviours are appropriate and which are 

inappropriate, i.e. ensuring a clear distinction between behaviour which is to be reinforced and that 

which is to be discouraged or ignored.   

• Introducing planned activities that are matched to students ' strengths and weaknesses, with high 

expectations and a belief in their learning potential in order to develop the very best attitudes to 

learning.   

• Focusing upon teaching positive communication in the most suitable format for each pupil (this may 

help students influence others without having to display challenging behaviour).   
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• Helping the child or young person to anticipate the sequence of daily events and activities to 

maximise understanding and minimise anxiety.   

• Providing consistent positive feedback.   

• Ensuring that adults respond to pupil behaviour in a consistent and fair manner.   

• Ensuring that individual Risk Assessments, Student Passports and other written support strategies for 

students are familiar to the relevant staff and kept up to date.   

• Encouraging adult tolerance and understanding of students ’s or young people’s specific 

difficulties.   

• Paying attention to antecedents and consequences associated with behaviour.   

• Providing structured, predictable environments and routines for students who benefit from them.   

• Monitoring pupil stress levels and offering ‘escape’ mechanisms.   

• Teaching students’ appropriate self-management strategies and supporting them to develop the 

skills of empathy, tolerance, respect for individual differences and conflict resolution.   

• Incorporating an expectation of positive behaviour across the curriculum.   

• Monitoring and tracking behaviour and putting early intervention for a timed period in place in 

order to change behaviour and not let it develop into a habit.   

EARLY IDENTIFICATION AND INTERVENTION 

Student behaviour should be closely monitored and early support put in place by Teachers and LSA when 

needed. Form Tutors will work closely with parents and students to understand reasons for behaviour and 

develop support plans.  If a student requires additional support, they will be assessed by the Head, Deputy 

Head or SENCO in discussion with Teachers, their Form Tutor, The PLC Team and Parents. Where necessary 

support from outside agencies will be sought. Any additional support should be reflected in their Student 

Passport.   

REWARDS   

Any system of rewards should recognise that the long-term aim must always be to encourage students and 

young people towards positive behaviour because of their sense of right or wrong and/or because of their 

self-esteem and self-satisfaction.  Grange Academy operates behaviour reward schemes, which are 

reviewed annually and are dependent on the needs of the students.    

SANCTIONS  

Sanctions must be employed with due regard to the purpose, short-term and long-term implications. It is 

important that sanctions do not undermine a pupil’s sense of worth. We firmly believe that it is the behaviour 

that must be subject to censure and not the person. We can insist that an appropriate sanction is levied, 

whilst at the same time reassuring the pupil that he/she is safe and valued. Sanctions should be explained 

fully and sensitively to the pupil and be relevant to the age, understanding and general aims for the person. 

They should also be realistic, sensitive and applied as soon as possible after the behaviour they are 

designed to address. Wherever practicable, sanctions should not be disruptive to the other students. 

Students need to be taught that they have choices but every choice is subject to a consequence. Good 

choices mean good consequences poor choices means other consequences.    

Approved sanctions: 

• ‘Being told off’ - a pupil can be told off. It is generally not appropriate, unless exceptional 

circumstances warrant it (for example to ensure a safe environment) for staff to shout at students; 

however, a firm voice and tone is entirely appropriate when used proportionately and where the 

situation warrants it.   

• Talking through choices with students. As mentioned above, if a student is posing a danger, then it 

may be appropriate to raise your voice. However, behaviour choices need to be talked though in a 

calm way and the student needs to reflect on the impact that their behaviour has had on 

themselves and others.    

• Reparation - a pupil might be asked to undertake a task to make up for the poor behaviour (for 

example, cleaning up an area that has been deliberately disrupted). The task should be relevant to 

the situation and appropriate to the pupil. Tasks should not be demeaning or futile.   

• Restriction - a pupil may be ‘kept in’ (e.g. playtime/ lunchtime or after school detention) for a 

reasonable period in order to complete unfinished work, have a 1:1 session with a teacher or 
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complete job in order to make a mends for something that they have done. They may also 

experience temporary removal of privileges.    

• Separation - a pupil may be separated with discreet supervision within the room or within a separate 

area for an appropriate period of time in order to receive no rewards or feedback.  

• Working in partnership – Teachers may phone home or meet with parents /carers in order to discuss 

the behaviour choices that a pupil is making and develop a plan of action in order to help students 

make more positive choices.   

Grange Academy has a duty of care to protect staff and students in the school. As stated in Unicef Article 

28: You have the right to a good quality education. You should be encouraged to go to school to the 

highest level you can and Article 19: You have the right to be protected from being hurt and mistreated, in 

body or mind. Should any child pose a risk to themselves or others in one of the following ways a fixed term 

exclusion may be considered and in some cases a permanent exclusion:  

➢ Putting themselves or others in danger because of destructive, aggressive or threatening behaviour  

➢ Persistent disruptive behaviour that causes distress to students or stops teaching and learning   

➢ Aggressive physical assault against students or staff  

➢ Persistent aggressive/ threatening verbal abuse that is causing emotional distress to students or staff  

➢ Continued bullying behaviour following intervention – this includes cyberbullying   

➢ Bringing a weapon onto school property  

➢ Bringing a drugs or alcohol onto the school property  

➢ Sexual harassment or deliberate sexually harmful behaviour to students or staff   

➢ Theft or damage to property after receiving intervention regarding this   

➢ Setting the fire alarms off after receiving intervention around this   

 Unicef Article 29: Your education should help you use and develop your talents and abilities. It should also 

help you learn to live peacefully, protect the environment and respect other people.  

Forbidden sanctions :  

Unicef Article 37 states that: No one is allowed to punish you in a cruel or harmful way. The following 

sanctions towards school students are prohibited, either on or off the school premises:   

• Corporal (i.e. physical) punishment in any form, including rough handling.   

• Excessive shouting.   

• Deprivation of food or drink.   

• Restriction or refusal of contact with friends or familiar adults, except where it is an agreed plan or 

for protection.   

• Wearing of distinctive or inappropriate clothing as a punishment.   

• Use or withholding medication or medical treatment.   

• The locking of a student in a room in the form of a sanction is forbidden, however, on the rare 

occasion, a student may need to be isolated for their own safety. This will be done with the Head of 

School’s knowledge and under close supervision.   

RESTRICTIVE PHYSICAL INTERVENTION   

Where restrictive physical interventions are concerned, there are clear guidelines from central government 

regarding the use of reasonable force (see Appendix A). All members of school staff have a legal power to 

use reasonable force, as well as ‘people whom the Head of School has temporarily put in charge of 

students such as unpaid volunteers or parents accompanying students on a school organised visit’. ‘Force’ 

is divided into two categories – control and restraint. Control refers to either passive or physical contact, for 

example, blocking a pupil’s path to a busy road (passive) or leading a pupil by the hand away from a 

situation (active). ‘Restraint’ refers to physically engaging with a pupil as part of any necessary measures in 

order to bring a situation under control.   

 The starting point for any approach to supporting students who are engaging in challenging behaviour is 

for a resolution to be obtained without the need for restrictive physical interventions, be they related to 

control or restraint; interventions that do not require physical interventions are desirable because they are 

ultimately more sustainable and dignified. However, there may be occasions when the use of reasonable 

force may be necessary. These fall into two categories:   
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 a. Control: if it is anticipated that, as part of a considered and agreed approach to the management of a 

pupil’s behaviour, elements of reasonable force (passive or active) management of a pupil’s behaviour, 

elements of reasonable force (passive or active) may be required to support the pupil towards more 

positive behaviour, then such physical interventions must be detailed as part of a regularly reviewed written 

protocol. Any physical intervention outside of this written protocol must be recorded separately.   

b. Restraint: this refers to physical interventions that are not pre-planned and are a proportionate and 

appropriate response to an unforeseen circumstance. As such, they should be treated as emergency 

physical interventions, as they refer to the use of any reasonable force necessary to bring a situation under 

control.   

Physical restraint should ONLY be used:   

• Rarely and as a last resort   

• When all other possible alternatives have been considered   

• As part of a ‘total response’ to the pupil’s behaviour (i.e. not in isolation)   

• When the purpose of physical restraint is to restore safety   

• When it can be justified as being in the paramount interests of the child and/or when the child is 

considered to be in immediate danger of harming self or others   

• By staff who have been fully trained in positive behaviour management and who are conforming to 

the guidance set in the school’s positive behaviour management policy   

• When it can be justified as a reasonable and responsible way of responding to a child’s severe 

challenging behaviour.   

The use of force is reasonable if it is appropriate to the consequences it is intended to prevent. This means 

that the degree of force used should be no more than is needed to achieve the desired results. Incident 

report forms must be completed and submitted to a member of the Senior Leadership Team, and are 

accurately logged.  

Sometimes the general structure and ethos of the school will not be enough to maintain an individual pupil’s 

behaviour within acceptable and agreed limits. Some students will need an even more structured, 

systematic and intensive approach.  

Grange Academy has regard to Deprivation of Liberty. (Article 5 of the Human Rights Act states that 

'everyone has the right to liberty and security of person. No one shall be deprived of his or her liberty [unless] 

in accordance with a procedure prescribed in law'. The Deprivation of Liberty Safeguards is the procedure 

prescribed in law when it is necessary to deprive the liberty of a resident or patient who lacks capacity to 

consent to their care and treatment in order to keep them safe from harm.  

Grange Academy will provide a safe environment for the diverse needs of all its students, ensuring the 

safety and due liberty of them all as individuals. Grange Academy will ensure that student choice and best 

interest is considered at all times and that decisions being made suit the needs of the student to which they 

pertain.   

RESPONSIBILITIES  

Local Advisory Board Members   

• To review updated policies on a regular basis and to receive termly behavioural data reports   

Senior Leadership Team   

• To promote a culture of mutual respect, trust between students and staff and the fostering of a 

positive learning environment   

• To ensure all staff have regular training in relevant positive behaviour support and safe handling 

techniques e.g. Team Teach   

• To ensure that incidents of challenging behaviour are rigorously reported and recorded   

• To support staff involved in incidents of challenging behaviour through immediate debriefs 

• To regularly report on behaviour data to governors   

 Staff Team   
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• To ensure they are familiar with and adhere to all relevant behaviour programmes and risk 

assessments and to familiarise new or temporary staff with these documents.  

• To report any incidents promptly  

• To keep up-to-date with relevant legislation and different behaviour management strategies.   

RELATED POLICIES AND PROCEDURES   

• Child Protection (Safeguarding) Policy   

• Child Protection (Safeguarding) Procedure  

• Positive Handling Policy   

• Diversity and Equality Policy    

• Use of Reasonable Force - Advice for Principals, Staff and Governing Bodies   

• Associated Resources -  The latest DfE guidance (July 2013) can be found here: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268771/use_of_re

asonable_fo rce_-_advice_for_headteachers_staff_and_governing_bodies__-

_final_july_2013_001.pdf 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268771/use_of_reasonable_fo%20rce_-_advice_for_headteachers_staff_and_governing_bodies__-_final_july_2013_001.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268771/use_of_reasonable_fo%20rce_-_advice_for_headteachers_staff_and_governing_bodies__-_final_july_2013_001.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268771/use_of_reasonable_fo%20rce_-_advice_for_headteachers_staff_and_governing_bodies__-_final_july_2013_001.pdf
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Appendix 6 

Forest School: Managed Fire Safety Policy and Procedure 

 
Reviewer: Catherine Assink (Head of School)  

Reviewed: August 2020  

Approved by Local Advisory Board (LAB):  September 2020  

Due for review: September 2021 

Use of fire within Forest School 

Campfires are an important part of Forest School and are used in many sessions. The Forest School leader 

will aim to ensure that all children and adults participating in Forest School sessions with fires will do so safely 

and with as little risk to their health as possible. 

Location 

• There will be an established fire area which will be the only area where fire will be permitted.  

• The Forest School leader will establish the area. 

• The site will be chosen so as to avoid tree roots, peaty soil, deep leaf mould and uneven ground etc. 

• The fire pit will be central to the area and surrounded by logs or bricks to help prevent the spread of 

fire. 

Seating Arrangements 

• Children will be seated approximately 1.5 metres for the fire pit this area being demarcated by 

seating logs: Exit points will be created at regular intervals around the fire circle and logs. 

• When the campfire is in use, participants are not permitted to access the area immediately 

surrounding the fire without permission. 

• All participants will be taught how to change seats by standing, stepping back over the log and 

then walking around the outside of the seating area. They must never cross the inner area. 

• Participants will be advised how to deal with fire smoke in an appropriate way.  

• Where there is an obvious wind direction seating in the line of smoke will not be used. Wherever 

possible, asthma sufferers will be seated in positions well away from the line of smoke. 

 

Safety 

• When a fire is being used there will be a fire first aid kit available in addition to the standard first aid 

kit. 

• A fire bucket containing water will be available on site and its position indicated at the start of the 

session. 

• Either a fire blanket or a wet towel will also be made available and its position indicted. 

• A container of fresh clean water will be available to immerse for immersing a burn should it be 

required. 

• Before a fire is lit participants must demonstrate that they are able to follow instructions.  

• Weather conditions should also be considered - High winds or very dry conditions would mean that 

fire lighting does not continue. 

• Participants working with the fire should ensure that long hair is tied back and loose clothing is 

fastened or secured. 

• Only adults are permitted to light fires, unless children are under the direct supervision of the Forest 

School leader. 

• No more than participants to be invited into the fire area at any time. 

• Fires may be lit in a variety of ways but flammable liquids are not permitted. 

• When children are invited to add fuel to the fire this will only be undertook with adult supervision. 

• Sticks/wood must be placed, not thrown, from the side of the fire. The hand should never go over 

the fire. A fire glove should be used. 
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• Plastics are not to be burnt. 

• Fires should never be left unattended. 

 

Extinguishing Fires 

• All fires must be extinguished at the end of the session. 

• Whenever possible, fires should be allowed to burn out naturally (with careful management this is 

easily achievable). 

• If larger logs have been used these should be separated out from other ashes. 

• The fire must be doused down with water. It is advisable that ashes are stirred once doused in case 

there are any hot spots remaining (a good indication that the fire is fully extinguished is when all 

smoke and steam has ceased). 

• It is advisable to remove a build-up of ashes from the site.  

 

NB 

Managed Fire Risk Assessment 

A risk assessment has been prepared for fires bases around this method of management. However, as with 

any risk assessment it is advisable to review and modify as appropriate dependent upon the individuals 

involved and specific conditions. 
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Appendix 7: 

Forest School Session Routines 

Equipment  

First Aid Kit  

Consent forms 

First Aid book 

Incident log  

Emergency Procedure  

Mobile phone  

Tools & fire lighting kit  

Handwashing kit 

Fresh water/water carrier  

PPE  

Spare clothing  

Fire blanket  

Toileting kit  

Setting Up  

1. Carry out a session risk assessment of site and advise/act accordingly  

2. Collect necessary equipment and restock first aid where necessary  

3. Meet and register group  

4. Check phone signal  

Session Opening  

1. Introductions of any new faces  

2. Make the group aware of new hazards or medical considerations  

3. Check that they are all wearing suitable clothing and footwear 

4. Take the group to the location  

5. Form an opening circle  

6. Describe or walk the boundaries for the day  

7. Engage children in the development of rules and guidelines for the day  

8. Describe the day’s activities  

During the Session  

• Visually check all equipment before use  

• Check on pastoral needs of group  

• Conduct a head count, as needed  

• Ensure appropriate personal protective clothing is worn  

Closing the Session  

1. Extinguish any fires properly  

2. Count any tools used into their bag  

3. Remove structures  

4. Check for litter etc.  

5. Collect the equipment  

6. Form a closing circle 

 7. Conduct some type of evaluation with the group (questions, talking stick or drawing)  

8. Walk the group to the pick-up point  

9. Bid farewell to the group  

10.Thoroughly check equipment  

11.Complete the appropriate evaluation/assessment/tracker forms 
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Appendix 8: 

Health and Safety Policy  

  

Reviewed:  September 2019   

Reviewer: Catherine Assink – Head of School  

Approved Local Advisory Board (LAB): September 2019  

Due for review: September 2020   

Introduction    

Grange Academy is committed to providing outstanding educational opportunities for all our pupils and 

students. The purpose of this policy is to ensure a safe and healthy environment for pupils and students, staff, 

visitors, contractors and the general public, in all at all times; to provide information, training and supervision 

necessary to ensure the above as well as robust health and safety within all Grange Academy activities; 

and to ensure full compliance with the Health and Safety at Work Act 1974 and other relevant legislation.     

Responsibilities   

Within Grange Academy  

Chair of LAB   - To ensure that this policy is reviewed annually. - To ensure that H&S remains a key 

consideration in any strategic planning. - To monitor organisational health and safety performance 

adherence to the policy via health and safety reports, incident & accident reports and feedback from the 

designated Health & Safety, Child Protection and Safeguarding LAB member.  

Head of School - To ensure induction and training of staff is comprehensive and up to date.  - To ensure 

appropriate equipment is in place and in good working order. - To regularly report to Governors on health 

and safety within the Academy.  

Senior leadership Team - To ensure that comprehensive health and safety procedures are in place 

throughout the organisation, and that procedures are regularly updated in response to new and emerging 

information around health and safety. - To ensure that all staff have access to this and related policies and 

procedures. - To ensure that staff are kept informed of health and safety matters through regular internal 

communication such as briefings, bulletins and training. - To ensure that adequate resources are made 

available to meet new and emerging risks.  

Staff Team - To ensure they are aware of this and other related policies and procedures and put them into 

practice at all times. - To report and record any incidents or accidents promptly and thoroughly. - To report 

any damage to equipment and to remove the damaged equipment where possible and safe to do so. - All 

Grange Academy employees have a responsibility to help maintain a healthy and safe workplace and to 

take reasonable care of themselves and others.    

Other Responsibilities  

- Annual Safety Audits are routinely commissioned and assisted by the Site Agent and the Head of School. 

All reports are sent to the Head of School.   

- Following the report, the Business Manager compiles an action plan containing action points, people 

responsible for carrying out the actions, and time frames.   

- The Accident and Incident Reports are monitored by the Head of School and submitted to the Corporate 

H&S Department at Bedford Local Authority for auditing purposes. A summary of the Accident and Incident 

Reports is reviewed by the Safeguarding and Standards Committee.  

- Risk Assessments will be carried out by all relevant staff and monitored by Head of School and senior 

leadership team.   

- Fire Risk Assessments will be carried out in accordance with the specific procedure at Grange Academy.  
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Fire Safety checks will be carried out by the Site Agent.       

Health and Safety  

Fire   

• All staff must be familiar with the Fire Safety Procedure.  

• All staff must be aware of and confident about the fire evacuation procedure.  

• All staff will receive regular fire training from recognised trainers, appropriate to their role (e.g. 

additional training for Fire Wardens) as well as update training in the Fire Safety and Evacuation 

Procedure).   

• Staff will identify pupils/students who may be reluctant to leave the premises on hearing the alarm 

and work on appropriate strategies. These strategies should be discussed and logged with the 

relevant Fire Marshall.   

• All staff will ensure that fire doors are never propped open and that combustible items are not 

stored or left in a way that they present a fire risk.   

• Electrical items, including computers and phone chargers, should be switched off at the end of the 

day to avoid the risk of fire.    

Risk assessment  

No activity should be carried out with pupils/students, or venue visited, without an appropriate Risk 

Assessment being carried out. All staff should familiarise themselves with the Grange Academy Risk 

Assessment Policy and adhere to their responsibilities.    

 

External contractors  

Contractors will only be admitted to Grange Academy premises in accordance with the Safety 

Arrangements for Building Contractors (see Appendix 1).  

- The Policy adheres to Regulation 9 of the Management of Health and Safety at Work Regulations 

(MoHSWR).    

Control of Substances Hazardous to Health (COSHH)   

- The Health and Safety Officer holds overall responsibility for the control of substances hazardous to health 

(COSHH), procedures relating to COSHH within Grange Academy settings and all relevant documentation.  

- All COSHH issues relating to external contractors will be carried out in accordance with the Policy on the 

Safety Arrangements for Building Contactors.    

- Heads of departments are responsible for the safe and appropriate storage of their COSHH 

substances/materials  

Housekeeping and caretaking  

- All cleaning, housekeeping and caretaking activities undertaken by Site Agents will be monitored by the 

Business Manager.  

- All contract cleaning by external contractors will be managed by the Site Agent.  

- The Business Manager will oversee any additional housekeeping requirements.    

Electrical equipment  

- All staff have a responsibility to visually check electrical equipment and to report damage or failure.  

- Damaged or faulty electrical items should be removed from use immediately and made known to the Site 

Agent at the relevant setting or, in the case of IT equipment, to the IT technician.   

- No member of staff should attempt to repair an electrical item, including changing fuses or plugs. 

- All electrical equipment will receive portable appliance testing (PAT) in accordance with Electricity at 

Work Regulations (1989).      

Suspicious packages  

- If a member of staff is suspicious of a bag or package they should immediately inform their line manager 

or a member of senior management who will make a decision about evacuating the building.  

- If no one is available to report to and a member of staff has concerns, they should contact the police 

immediately. - (See Disaster Recovery/Critical Incident Plan)    
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Gas leak and bomb threat  

In the event of a gas leak, bomb threat or other critical incident, the Disaster Recovery/Critical Incident Plan 

should be followed.     

Related school policies, procedures and legislation   

School documents: Incidents and Accidents Policy, Fire Safety Policy, Fire Evacuation Procedures, Safety 

Arrangements for Building Contractors, Risk Assessment Policy, Health and Wellbeing Policy, Manual 

Handling Policy, Disaster Recovery/Critical Incident Plan, Emergency Procedures, Severe Weather Policy.   

Legislation: The Health and Safety at Work Act 1974: Sections 2(3), 3 and 4. Risk Assessments: The 

Management of Health and Safety at Work Regulations 1999: SI 1999/3242. The 1999 regulations impose a 

duty on employers to produce a risk assessment.  

Appendix a: Safety Arrangements for Building Contractors  

Contractors and/or sub-contractors will be required to read this document and to sign and return the 

attached undertaking, confirming that they have read and understood the content and undertake to 

comply with all rules and requirements therein. This procedure will form part of the contract between 

Grange Academy and the Contractor.    

On Grange Academy premises, safety in relation to Contractors is a dual responsibility:    

a) The Contractor’s liability is to carry out all works in a safe and efficient manner which does not put any 

person or the environment at risk or harm. Compliance with all statutory and non-statutory regulations, 

Approved Codes of Practice and standards is essential.   

b) Grange’s liability is to ensure that no activity is undertaken and that no substance is used in such a way 

as to put any person at risk. Grange Academy will inform the Contractor of any hazard or potential hazard 

in the relevant area.    

Regulation 9 of the Management of Health and Safety at Work Regulations (MoHSWR) makes specific the 

duty of Grange Academy and the Contractor to co-operate in order to ensure that the health and safety 

of their own and each other’s employees and compliance with all relevant statutory obligations.    

To achieve maximum safety, the Contractor must comply with the rules set out below. Failure to do so may 

result in the cancellation of the contract.    

1. All contract works will be carried out at times when pupils/students are not in the building except in the 

event of emergency.   

2. Contractor’s staff working at times when pupils/students are present will be escorted at all times by the 

Site Agent or another staff member, if they have not produced valid evidence of enhanced DBS clearance 

and/or Grange Academy believes it is in the interest of the health and safety of the pupils/students, 

Contractor’s staff and Grange staff.   

3. The Contractor must supply a list of their staff to the Site Agent.   

4. The Contractor’s staff must book in daily at Reception.   

5. Loan of any keys may only be authorised by the Business Manager and the key issue sheet must be 

signed.   

6. All accidents involving personal injury, dangerous occurrences, damage to Grange property and the use 

of fire extinguishers must be reported immediately to the Business Manager.   

7. Dangerous hazards caused by the Contractor (e.g. electrical cable damage, gas leaks etc.) must be 

reported immediately.   

8. The Contractor must report immediately any damage to doors or windows which renders them unsafe or 

which might affect the security of the building.   

9. Dust, fumes, smoke etc. emitted during operations must be properly contained and extracted. The 

procedure for dealing with such emissions must be agreed in advance.   

10. Particularly noisy works may need to be scheduled so as to minimise disruption to the work of Grange 

Academy.  

11. The Contractor must notify the Site Agent well in advance of any planned interruptions to services such 

as power, water, gas etc.   

12. Provision of welfare services and arrangements for use of toilets and washrooms must be agreed in 

advance.   
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13. Location for heavy plant (compressors, cranes etc.) must be agreed with the Site Agent and whenever 

necessary with the Local Authority.   

14. The Contractor must supply all necessary protective equipment.   

15. Fire doors, escape routes, access to fire extinguishers and fire alarm call points must be kept clear at all 

times. If this is not possible, then alternative arrangements must be agreed in advance.   

16. Appropriate fire equipment must be provided by the Contractor whenever required by the type of work.   

17. All waste must be cleared off premises and not allowed to accumulate inside the building. Flammable 

liquids must be stored in approved containers.   

18. If the work to be carried out is likely to trigger any automatic fire detectors in situ, alternative 

arrangements must be agreed.   

19. Any service ducts open or fire barriers breached, must be replaced or sealed as soon as possible after 

each period of work.   

20. Use of cutting, welding and other hot process equipment by the Contractors must be agreed in 

advance and may require a Permit to Work.   

21. Spillages of oil or water on floor or other surfaces must be cleaned up immediately.   

22. The Contractor will not use Grange plant, machinery, equipment or apparatus unless given written 

permission from the Site Agent.   

23. All gas supplies and appliances must be installed by engineers who are members of the Gas Safe 

Register. The Contractor must check that those carrying out the work are so registered.   

24. Only low voltage tools should be used and they must be supplied from a suitable transformer.   

25. The safety of members of the public is paramount. Obstruction by materials and plant on footpaths and 

access ways should be avoided.   

26. All electrical works must be undertaken by NICEIC contractors in accordance with latest edition of IEE 

Wiring Regulations and in compliance with the Electricity at Work Regulations. A NICEIC completion 

certificate to be issued for all works.   

27. The Contractor must not disturb the building fabric before checking first the Asbestos register with the 

Business Manager.   

28. The Contractor and his staff should acquaint themselves with the fire and emergency evacuation 

procedures, which are displayed around all Grange Academy buildings, and should carry out the 

instructions should the need arise.    

If there is any doubt as to whether it is safe to commence work, the Business Manager must be contacted.            

NB: No contracted work on Grange premises will be permitted to proceed in the absence of a signed 

acknowledgement and undertaking. Completed Acknowledgement and Undertaking to be returned to 

the Business Manager. 
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Appendix 9: 

Grange Academy have appropriate liability insurance 

(Full PDF Member Entitlement attached below: “Grange Academy RPA Membership Rules Academies 

2019”) 
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Appendix 10: 

Learning Outside the Classroom and Educational Visits Policy  

 
Reviewed:  September 2019   

Reviewer: Louisa Heritage (EVC Lead)  

Approved Local Advisory Board (LAB): September 2019  

Due for review: September 2020  

Introduction   

Grange Academy is committed to providing outstanding educational opportunities for all of our pupils. 

Educational Visits (EVs) and learning outside the classroom (LOtC) are a key component of that provision, 

broadening experiences for our pupils and enabling a deeper understanding of learning to take place.    

Amongst other things, EVs and LOtC comprise:    

- Activities within the Academy’s own buildings, grounds or immediate area   

- Educational visits organised both within and outside of the hours of the Academy day beyond the grounds 

of the provision and in the local and/or wider community  

- Overnight stays on the Academy grounds  

- Residential visits that take place during the Academy week, a weekend or holiday, away from Academy 

grounds  

- Inclusion placements and integration with local schools and colleges  

- Work placements with local organisations  

- Involvement in clubs, musical groups, and sporting activities held during break times or after the end of the 

Academy day, either on or off-site  

- Participation in dramatic productions, concerts and other special events.    

LOtC is therefore distinct from EVs in that the former also includes learning within the Academy boundary 

that does not occur solely in the classroom.     

The majority of this policy – especially with respect to operational management - pertains to educational 

visits and deals with learning that is predominantly off site. This policy should be read in conjunction with 

Grange Academy’s Risk Assessment, Risk Management and Health and Safety policies.     

Aims and Rationale   

Grange Academy has a firm commitment to LOtC and educational visits. It is acknowledged that 

organising and leading off site activities puts a great deal of responsibility on all involved. However, the 

benefits are immense and make an invaluable contribution to the academic, personal, emotional and 

social development of young people. Grange Academy provides opportunities to young people that they 

might not experience otherwise.   

Aims of LOtC and EVs    

- To develop LOtC as an entitlement for all young people by overcoming potential barriers such as complex 

needs and challenging behaviour.   

- To ensure enriching, high quality curriculum provision through LOtC experiences that facilitates 

pupils’/students’ holistic progress.   

- To deliver a wide range of progressive and frequent LOtC activities for all pupil/student groups.  

- To provide young people with LOtC experiences that promote personal development and wellbeing, by 

increasing engagement and maximising access.   

- To design the curriculum so that it embeds progressive experiences for all young people.   

- To ensure the effectiveness of learning outside the classroom through thorough planning and evaluation of 

outcomes for young people.    

Rationale     

Educational visits and LOtC can have valuable and discernible benefits for our children and young people, 
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playing a crucial part in promoting their overall progress and achievement by, for example:   

- Providing memorable, fun experiences that inspire, engage and motivate.   

- Providing young people with divergent experiences that enable them to generalise skills in contexts that 

they would not experience in the Academy alone.  

- Supporting the development of positive relationships through shared memorable experiences   

- Developing greater independence and skills for daily living.   

- Promoting social inclusion and engagement within the wider community, through the development of self-

awareness and social skills.   

- Promoting confidence and self-esteem via engagement with challenging tasks and encouraging pupils to 

take ownership of their learning.   

- Being responsive to the different learning styles possessed by the range of young people at the Academy.  

- Supporting better progress by upping the level of challenge, taking young people out of their comfort 

zone and working within a framework of managed risk.   

- Providing opportunity for young people to discover and develop talents that might not be recognised in a 

formal classroom setting.   

Roles and responsibilities   

The Local Advisory Board satisfies itself, via the Head of School’s contribution to full governing body 

meetings, that the appropriate procedures, risk assessments and control measures are in place and that the 

documented guidance notes are being followed. LAB members are informed in advance of any residential 

and/or hazardous activities.    

Educational Visits Coordinator (EVC)    

Louisa Heritage is the Grange Academy Educational Visits Coordinator. The EVC must periodically update 

their EVC training.    

The EVC’s functions are to:    

- Support and advise regarding induction and training for staff/volunteers.   

- Ensure all DBS disclosures and other clearances and checks are in place as necessary.  

- Ensure the visit leader obtains the consent or refusal of parents/carers.  

- Organise emergency arrangements with support from the Head of School.  

- Ensure staff understand how to contact the duty officer (named member of staff not accessing the trip 

who is the first contact for the trip leader) and other emergency contacts. The duty officer might be the 

EVC or another senior member of staff.  

- Check documentation produced by the visit leader prior to a EV to ensure it is suitably planned.   

- Keep records as appropriate of individual visits, including reports of accidents and near accidents. - 

Review systems and monitor practice.  

- Ensure portable first aid kits are available to groups taking part in off-site activities and that kits are 

checked regularly by a designated member of staff.     

Supervisory Staff     

All staff have a duty of care for children and young people under their supervision. The age and ability of 

the young people on the educational visit, together with the nature and location of the activity, help 

determine the degree of supervision required.     

Grange Academy staff supervising on visits act as employees, whether the visit takes place within normal 

hours or outside those hours, by agreement with the Head of School. Supervisors should follow the 

instructions of the trip leader and ensure a good level of control and discipline amongst the group. 

Supervisors should make the leader aware of any inability or medical situation that could or would have a 

significant impact on their ability to supervise effectively. Supervisors should consider stopping activities and 

informing the coordinator if they think the risk to health and safety of anyone in the party is unacceptable. 

Clear, regular and ongoing communication between colleagues is essential.     

First aid    

Risk assessments should identify whether or not a qualified first aider or suitably trained staff member is 

required. A first aider is required to be present during minibus journeys.   
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Emergency Procedures    

The risk assessment for each visit will identify the relevant emergency procedures during the visit. For visits 

extending beyond the Academy day this includes a duty officer, the parents and the Academy in the 

event of an emergency.    

In the event of a delay (of more than 1 hour), or of an incident resulting in harm to any pupil/student, staff 

member or volunteer, the Academy must be contacted as soon as possible to inform the Head of School or 

Deputy Head of School who will inform families/others as required.    

In the event of a party being overdue and without contact by more than one hour, the Academy must 

investigate.    

- The EVC is responsible for ensuring that the visit leader properly plans and manages visits and journeys. The 

purpose of the activity should be compatible with the aims of the establishment and form part of a 

planned, coherent programme. The Head of School, in conjunction with the EVC, should ensure that 

appropriate policy and procedures are in place to give young people the best possible experience in the 

safest possible way. That a contingency plan (Plan B) exists, covering for example the problems posed by 

staff illness or the need to alter routes or activities during the visit. The proper recording and reporting of 

accidents and incidents takes place. Incidents/accidents are recorded and a debriefing is carried out if 

necessary.     

The Head of School must ensure that:   

-  Visits comply with all guidelines and regulations regarding health and safety.   

- There is a system for effective planning of educational visits, as well as evaluating all visits and journeys in 

order that future ventures can be enhanced as necessary.  

- Academy emergency procedures are in place and understood by staff.   

- There are appropriate child protection and safeguarding procedures in place.   

- Time and resources are available for the induction and training of staff and volunteers.  

- The Local Authority has approved the visit, if required.   

Supervision ratios    

Ratios will be subject to site risk assessment and individual pupil risk assessments.   

Disclosure and Barring Service (DBS checks)    

Employees and/or supporting adults who have, or could have, substantial and regular access to 

pupils/students must undergo an enhanced DBS check.     

Policy on consumption of alcohol by staff and supervising adults    

The consumption of alcohol on educational visits is always prohibited.    

Planning visits  

Educational visits and Learning Outside the Classroom is embedded within Grange Academy curriculum 

provision and therefore should be treated as any other lesson with respect to planning. Learning objectives 

should be clear and activities differentiated, additional learning support should be provided as required. In 

order to plan an off-site activity, the EVC should be involved in discussing plans at an early stage. Local visits 

need to be planned and embedded in the curriculum. A sequence of reoccurring educational visits will be 

approved on a termly basis. No financial commitment should be agreed until all relevant approvals have 

been achieved.    

Staff should be mindful of ongoing risk assessment. It is essential that there is sufficient lead-in time 

proportionate to the complexity of the visit and the level of approval required.     

It is good practice to inform the Governing body in advance of any residential and/or hazardous activity.   

In relation to equality and inclusion, it is important to consider:    

- Entitlement: the right to participate - Accessibility: direct or by realistic adaption or modification - 

Integration: participation with peers     

However, all pupils also have the right to express their own views, and should not be forced to participate in 

an EV against their will.   
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Related school policies, procedures and legislation   

School documents: Health and Safety Policy, Child Protection (Safeguarding) Policy and Procedures, 

Equality and Diversity Policy, Risk Assessment Policy, Missing Child Policy, Substance Misuse Policy.     

Further resources: ‘Health and safety: advice on legal duties and powers’, DfE (February 2014) 

https://www.gov.uk/government/publications/health-and-safety-advice-for-schools     

Health and Safety of Learners Outside The Classroom (HASLOC) (Nov 2009) 

https://evolve.edufocus.co.uk/evco4/resourceshome.asp.     

Council for Learning Outside the Classroom: http://www.lotc.org.uk/    

APPENDIX A: EDUCATIONAL VISITS GUIDELINES  

(Guidelines for safety during an Academy visit to a public place)  

GUIDLINES FOR COACH USE INCLUDING PUBLIC TRANSPORT  

As visit leader, ensure the following occur:    

- Check students against class list as they board transport.  

 - Ask students to check seats next to them and around them so they know who is sitting there and can see 

if anyone is missing as they get on and off the coach/transport. Use a buddy system as appropriate.   

- Before setting off give clear instructions on the following:    

     o Behaviour on the transport  

     o No walking around, kneeling up on seats, etc.   

     o Explain where emergency exits are, and how to get out during an emergency  

     o Seat belts must be worn at all times  

- Visually check that each student has fastened seatbelts before setting off.   

- Leave a copy of trip documentation in the folder at reception   

- When using more than one mode of transport, make sure staff know who is on each minibus/coach/etc. 

and have mobile contact numbers of one another.   

On leaving transport to walk to the place to be visited    

- Use a member of staff or supporting adult at the front of the students to guide and escort them to where 

they are going.  

- Make sure that a member of staff/volunteer is at the back to ensure that nobody goes astray. - Check that 

all students have got off the transport.   

- Arrange for the students to walk together in an orderly manner and to watch each other and the member 

of staff/volunteer.   

- Give guidance about traffic and hazards of crossing car parks and roads.    

On arrival at the place to be visited    

- Check that all students and staff/volunteers have arrived at the entrance.   

- Ensure that all students know the arrangements for checking with staff/volunteers, and that staff have the 

correct lists of students and they know who they are responsible for.   

- Reinforce the arrangements for students remaining in their groups or Buddy System  

- Remind students that it is vital they do not wander off from their group, or leave with a stranger.  

- Ensure that all students know the meeting times and place that an adult in each group has a watch.  

GUIDELINES FOR SAFETY ONCE OUT IN A PUBLIC PLACE  

Before leaving the Academy or prior to the visit    

As visit leader:    

- Ensure that students are divided into smaller more manageable size groups, and that members of staff 

and/or volunteers are responsible for these groups.   

- Provide lists so all staff/volunteers are aware of who is in each group and which member of staff/volunteer 

is responsible for them.   

- Talk to students to make them aware of the place they are visiting and the conditions they will encounter.   

- Ensure pupils are fully prepared and know what to do in case of emergency. For example, who to ask for 

help, fire assembly point, and so forth.   

Upon Arrival   

- Remind students of the group system and give guidelines about any in-house rules, e.g. remaining quiet in 
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a library.   

- Arrange a time and place (perhaps half way through visit, lunch time) when students and staff/volunteers 

can meet and check for any problems.   

- Arrange a time/place for everyone to meet at the end of the educational visit. Allow plenty of time to 

check the students against lists (allow time for latecomers) and to walk back to the transport.   

Return Journey    

- Check everyone is back on the transport using name calling, head count and by checking with Buddy 

System. Ensure all staff/volunteers are accounted for.   

- Remind students of expectations on transport (repeat guidelines for inward journey)   

- Check seat belts.   

- Once back at the Academy, or alighting from public transport, remind students to take all belongings off 

the transport.  

- Make sure all students have been collected before final member of staff disembarks   

- If during the visit the coach/transport stops for a break/toilets, all students need to be checked off and 

done in the same manner as stated earlier.       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 67 of 150 

 

Appendix 11: 

Grange Academy School Grounds Risk Assessment   

Area:                                                                                                                          Grange Academy School Grounds  

Activity: Forest School  

Date:                                                                                                                  September 2020-July 2021 

Leader: Clare Breare 

 

Significant 

hazards 

identified at the 

site of the 

educational visit 

Who might be 

harmed and 

how?  

 

Safety Measures – measures that will be put 

in place and/or will be taken to reduce the 

risk to an acceptable level. 

Risk/Benefit analysis 

– is it worth it? 

Uneven ground 

environment 

causing trips, 

slips, and falls 

 
(particularly in the 

children’s playground, 

grassy or muddy areas) 

 - Walk to and from 

site activity and 

during activity  

- Pupils and staff 

could sustain an 

injury  - twisted and 

broken and 

fractured limbs, 

grazes bruises 

Getting lost and 

falling onto and into 

things 

• Staff to carry out site check beforehand to ensure 

safe route 

• Remove hazardous obstacles or re-route if 

necessary 

• Make group aware of natural forest environment 

and to take care when walking 

• Appropriate staffing ratio 

• First Aider on site 

• Staff and pupils to wear appropriate footwear to 

minimise the risk of slipping or tripping.  

• Pupils given clear boundaries as to the area they 

can access.  

• Boundaries clearly established at the start of the 

session. 

• Self-risk assessment encouraged at all times. 

• Trails and paths to be routinely monitored for 

obstacles or potential dangers such as falling 

branches.   

• First Aid kit carried  

• Staff carry phones to contact 999 ambulance 

service if required 

• Ensure suitable footwear is worn 

• Children only to run whilst playing games and 

leader has deemed it safe to do so 

Development of motor 

skills. Improved balance. 

Encourages increased 

awareness of 

environment and self 

within it.  

Challenging 

behaviour and 

anxiety 

 

Emotional / 

behavioural 

management. 

Staff or other pupils 

could get hurt by a 

pupil exhibiting 

challenging 

behaviour due to 

anxiety  

• Appropriate staffing ratio 

• All staff are familiar with pupils on class trip  

• Staff are Team Teach Trained.  

• Positive reward systems in place to promote good 

behaviour  

• Individual pupil risk assessment 

• Social Stories used prior to trip to prepare pupils for 

trip out and reduce anxiety. 

• Staffed briefed prior to session   

• School is only a short walk away  

• Staff carry phones  

• Pupils to be given clear guidelines as to what 

behaviour is and is not acceptable during each 

activity.  

• All pupils to have completed an Essential 

Information sheet advising of any specific risk. 

• Activity to be stopped if the behaviour of any pupils 

make it unsafe. 

• Designated staff member to carry mobile phone 

during all activities. 

• Ensure any existing care plans are followed. 

• Use individual risk assessment form. 

• Discuss individual needs with class teacher prior to 

going on site. 

Opportunities for others 

to display empathy and 

further develop social 

skills. A chance for the 

pupil to put into practise 

self-control and to learn 

more about themselves. 

Stranger danger 

(interaction through 

the perimeter fence) 

Pupils have limited 

understanding of 

how to stay safe and 

are very vulnerable  

• Pre-teaching of strangers and safer strangers  

• Boundaries clearly stated and shown at start of 

session: Children remain within the site of the 

teacher at all times.    

• Appropriate staffing ratio 

• Staff carry phones to contact office/DSL/police if 

required 

• Staff to be aware of pupils with specific 

vulnerabilities/community warnings 

Enforcing Stranger 

Danger rules within an 

adult led context. 
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Getting lost or 

absconding/ 

Missing child 

Pupils may wander 

off or choose to 

leave  

- Exposure, injury, 

panic and shock 

• Appropriate staffing ratio 

• Adults to remain vigilant at all times 

• Children to know who their leader is 

• Pre-teaching of safety –pupils learn to approach a 

safer stranger  

• Regular head counts of pupils  

• Staff carry phones to contact 999 ambulance 

service if required 

• Walk the boundaries with group.  

• Highlight boundaries using blue rope (if necessary 

for group).  

• Staff familiarise themselves with Lost or Missing 

Person Procedure 

If the child is aware they 

are lost it is an 

experience of dealing 

with a situation likely 

outside of their comfort 

zone. An exercise in 

problem solving and 

initiative. 

Weather – 

cold/wet 

Shivering loss of 

feeling and 

collapsing   

Pupils and (less of a 

risk) staff  

• School ensures children have appropriate warm 

clothing, water proofs and wellington boots. 

• Individuals to tell staff if feeling too cold or wet. 

• Leave woodland in high winds with falling 

branches.  

• Area under leaning trees or loose branches to be 

cordoned off. 

 

Encourages increased 

awareness of 

environment and self 

within it; seasons 

understanding in a 

practical context. 

Encourage self-

awareness and an 

understanding of own 

needs. Life skills. 

Language enforcement. 
Weather – hot/dry 

Dehydration and 

heat stroke 

Pupils and (less of a 

risk) staff 

• School ensures children apply sun cream prior to 

visiting the site and wear sleeved tops and a sun 

hat.   

• Children bring a bottle of water each. 

• Staff encourages children to drink plenty of water. 

 

Weather – high 

winds 

 - Walk to and from 

site activity and 

during activity  

 - Children and 

Adults  

 - Could cause 

damage to 

branches falling off 

trees, leading to 

injury and trip 

hazards 

 - Pupils and staff 

• Staff to check trees for overhanging branches and 

re-route activity if necessary and mark areas no 

access 

• Warn children to avoid dangerous areas 

• Make sure that all pupils are wearing appropriate 

clothing and footwear for each activity. 

• Check the activity is still feasible in adverse weather 

– do not run Forest School in the highest winds. 

Encourages increased 

awareness of 

environment and 

self/others within it. 

Allows children to self-risk 

assess and use language 

associated with 

dangerous weather. 

Encourages observation 

and dealing with effects 

of extreme weather.  

 

Slippery/muddy 

or uneven 

underfoot 

Falling, injury, sprain, 

fracture or 

concussion 

- Pupils and staff 

• Advise group to wear appropriate outdoor 

footwear 

• Adults to identify areas appropriate to the access 

needs of the group.  

• Advise all to walk carefully. 

Encourages motor skills 

and balance and 

awareness of 

environment around us. 

Fosters understanding of 

weather and seasons; 

looking after ourselves 

with regards to clothing 

and protection. 

 

Litter 

Minor injury; adults 

and children 

- Pupils and staff 

• Bin bags available on site.  

• Correct places to put litter and other general waste 

whilst in forest school identified. 

• Children to inform adults if they come across  litter 

on site. 

Encourages increased 

awareness of 

environment and 

self/others within it. 

Engenders respect for 

the natural world. 

Encourages discussions 

and actions about 

protecting our world and 

encourages wider 

families to do so. 

Damage to 

boundary fences 

 

Risk of children 

straying from site, 

unauthorised persons 

entering the site, 

dogs entering the 

site. 

- Pupils and staff 

• Site boundaries checked on regular basis by site 

manager. 

• Site boundaries checked by Forest School Leader 

before sessions. 

 

In the event of the boundary being damaged and 

allowing access: 

• Temporarily secure site. 

• Keep children away from area. 

• Monitor. 

• Check site for additional risks that may have 

occurred as a result of the damage. For 

example increased litter, animal faeces etc. 

and deal with appropriately. 

Fosters understanding of 

keeping self and others 

safe. 

A chance for the pupils 

to put into practise self-

control and employ on-

line risk assessments. 

Enforces: “see something 

wrong and tell an adult” 

Enforcing Stranger 

Danger rules within an 

adult led, safe context. 
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Hazards 

associated with 

the activities at 

the site 

Who might be 

harmed and 

how?  

 

Safety Measures – measures that will be put 

in place and/or will be taken to reduce the 

risk to an acceptable level. 

Risk/Benefit analysis 

– is it worth it? 

General health 

and welfare 

Pupils and adults if 

leaders are unaware 

of   

medical/behavioural 

needs. 

Asthma, diabetes, 

• Ensure medical needs for each child are known 

liaising with class teacher. 

• Use individual risk assessment form to ensure that 

they are aware of any allergies/medical 

considerations.  

• Carry any inhalers/medicines as indicated on 

individual medical plans. 

 

Engenders self-

awareness and 

awareness of other’s 

needs. Encourages 

understanding of how to 

keep ourselves safe and 

healthy. 

Significant benefits to 

being in a woodland 

environment. Children 

learn to achieve despite 

medical conditions. 

 

Inappropriate 

footwear and 

clothing 

Slips, trips and 

snagging. 

Risk of hypothermia, 

sun burn etc. 

- Pupils and staff 

• Pupils advised before starting Forest School sessions 

with regard to suitable clothing and footwear. 

• Before going on site pupils checked. 

• On site advice with respect to particular activities, 

e.g. fastening open coats when using bow saw etc. 

 

 

Encourages increased 

awareness of 

environment and self 

within it.  

 

Playground 

equipment could 

be hazardous 

Equipment hitting 

pupil who is unaware  

Pupils and staff 

could sustain an 

injury   

• Appropriate staffing ratio for pupils in group  

• First Aider on site  

• First Aid kit carried  

• Staff carry phones to contact 999 ambulance 

service if required 

Encourages increased 

awareness of 

environment and self 

within it. Encourages 

awareness of others and 

personal danger. 

Life skills. Language 

enforcement. 

 

 

Grange Academy 

flora and fauna 

Pupils and staff 

could sustain an 

injury/potential for 

ingestion 

• Appropriate staffing ratio for pupils on trip  

• Identification Kits for flora and fauna 

• Pre-teaching of safety –pupils learn to approach 

new plants and trees respectfully and cautiously 

• FS leader to be carrying Grange Academy 

identification document (Appendix 33) 

 

 

Encourages increased 

awareness of 

environment and self 

within it. Fosters 

identification skills and 

nature curiosity. 

Nettles and 

brambles at 

boundary/fence 

Nettle stings, 

reactions. Small cuts 

and abrasions 

- Pupils and staff 

• Ensure rope/verbal boundary area does not 

include bramble area.  

• Remind children not to touch nettles.  

• Use dock leaves to treat mild stings. 

Encourages increased 

awareness of 

environment and self 

within it. Fosters 

identification skills and 

nature curiosity. 

 

 

Exploring the site: 

uneven ground, 

eyelevel 

branches. 

Bruises and grazes 

from trips and falls. 

Eye injuries 

- Pupils and staff 

• Awareness talks. 

• Remove dangerous eye level branches on 

frequented paths 

Development of motor 

skills. Improved balance. 

Encourages increased 

awareness of 

environment and self 

within it. 

 

 

Falling branches 

or equipment. 

Concussion, 

scratches, falling 

over bruises. 

- Pupils and staff 

• Training given and correct procedures adhered to 

including safe distances 

• Always supervised.  

Encourages seeking 

adult for comfort or 

reassurance and 

awareness of own body. 

Opportunity to work as a 

team and experience 

dealing appropriately 

and calmly in a crisis or 

emergency.  
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Wasps, bees, 

insects and plants 

that sting or bite 

Bites and stings from 

bees/wasps/insects 

and stinging nettles. 

Tick bite leading to 

Lyme disease 

- Pupils and staff 

• Warn not to catch bees/wasps/insects and be 

aware of stinging nettles.  

• Long trousers and closed footwear to be worn.  

• Nettles to be cleared/avoided.   

• Pupils may bring their own insect repellent at their 

own risk.  

• All pupils to have completed an Essential 

Information sheet advising of any known allergic 

reactions to insect bites and stings.  

• First Aid kit carried by designated staff member. 

• Stings/spines removed if visible and washed with 

water – plaster applied if necessary 

• Brief group on potential for bee and wasp stings 

and possibility of ticks in the woodland.  

• Check area for nests, avoid contact, first aider 

always on site, seek medical aid (999) if 

anaphylactic shock or adder bites are present.   

• Ask group to check skin for any bites at home and if 

rash, red halo, or flu type symptoms occur go to 

doctor.  

 

Opportunity to study the 

way different insects 

move around, 

communicate and smell 

or taste. Other than bees 

and wasps, insects are 

generally safe for 

children to capture and 

observe. Positive 

approach to insect 

presence can challenge 

idea of insects being 

something to fear. 

Mushrooms and 

fungi, berries 

Ingestion/skin 

contact  

Poisoning, rashes 

and sickness, 

infected wound and 

damage to clothing 

- Pupils and (less so) 

staff 

• Ensure children do not eat anything they find and 

keep their hands out of their mouths and wash 

them thoroughly after the session. 

• Obvious mushrooms to be cleared away. 

• Wellies and long trousers to be worn; gloves can be 

encouraged 

Fosters identification skills 

and hones curiosity. 

Encourages increased 

awareness of 

environment and self 

within it. 

Poisonous Plants 

Ingestion or skin 

contact 

Poisoning, stings, 

scratches, rashes 

and sickness, 

infected wound and 

damage to clothing 

- Pupils and (less so) 

staff 

• Site to be inspected prior to sessions, staff to be 

aware of poisonous plants and children not to pick 

anything that’s living and growing, keep fingers out 

of their mouths. 

• Wellies and long trousers to be worn; gloves can be 

encouraged 

Promote knowledge and 

independence in 

identifying and avoiding 

poisonous plants. 

Understanding the 

natural world and what 

they mustn’t touch. 

Identify similarities to 

foods bought and eaten.  

Natural materials 

for play on site 

Building dens or 

other activities using 

sticks and branches 

– risk of sharp 

objects. 

- Pupils and staff 

• Children to be aware of dangers and carry or hold 

sticks carefully being aware of others around them.  

• Appropriate staffing ratio for pupils  

• Awareness talks. 

• Injuries or accidents to be dealt with accordingly 

• Demonstrate carrying large branches holding thick 

end in front, beside the body with the thin end 

dragging behind - Only logs less than 6 inches in 

diameter are carried by 2 children. 

 

Staff remind about safe 

carrying.  Children 

remind each other. 

Public/school use 

natural space 

Animal droppings 

- Pupils and staff 

• Appropriate staffing ratio for pupils  

• Awareness talks. 

• Children to be made aware not to touch or pick up 

any animal droppings.  

• Hands to be cleaned and anti bac gel to be used.   

Fosters identification skills 

and hones curiosity. 

Encourages increased 

awareness of 

environment and self 

within it. Potential 

language and 

understanding gains. 

 

Trees and 

shrubs 

Sharp branches and 

thorns 

- Pupils and staff 

• Children to be aware 

• Any cuts or injuries to be dealt with on site.  

• Larger cuts/more serious injuries to be dealt with in 

school.  

• In the event of severe injuries 999 to be called. 

Fosters identification skills 

and hones curiosity. 

Encourages increased 

awareness of 

environment and self 

within it. 

Plants, 

animals, 

insects, trees 

etc. 

Allergic reaction: 

Mild irritation, rash, 

swollen digits, pain, 

tightening of chest, 

coughing, dizziness, light-

headedness and 

increased difficulty in 

breathing.  

- Pupils and staff 

 

• Be aware of full anaphylactic shock  

• All pupils to have completed an Essential 

Information sheet advising of any known allergic 

reactions.  

• Pupils to bring along appropriate medication 

prescribed to them.  

• First Aid kit carried by designated staff member.  

Presence of an allergen 

can be used, 

appropriately, in a 

positive way to promote 

independence in 

avoiding the allergen. 
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Eating, 

mouthing or 

drinking from 

foraging or 

finding 

 -  e.g. berries, fungi and 

infections from handling 

natural items 

- During activity or free 

play 

- Pupils and staff 

 - Infection, specifically 

through consumption. 

• Pupils must not eat or drink whilst engaged in 

activities.  

• Pupils must not eat anything they find in the 

woodland without checking with staff.  

• Warn children not to put their fingers in their mouths 

or noses whilst on activity 

• Pupils must wash their hands before consuming any 

food or drink.  

• Hand wipes and sanitiser to be provided 

• Pupils must avoid putting their hands near or in their 

mouths without cleaning them.  

• First Aid kit carried by designated staff member.  

 

Wild foraging supports 

the identification of 

plants and can be used 

to help children identify 

both edible and 

poisonous plants. 

Supports awareness of 

biodiversity of the site. 

Tool use 

 
(See Appendix 15 

for Tool Reference 

Cards (use, 

techniques, how 

to pass, place 

and travel, 

cleaning, 

maintenance and 

storage.)) 

Bow saws, 

knives, palm 

drills, secateurs, 

bow hooks  

 

Lacerations, 

cuts, grazes, 

puncture 

wounds, loss of 

blood, 

infection, loss 

of digits, artery 

and nerve 

cuts/damage, 

high loss of 

blood, bruises, 

infection, 

tetanus 

- Pupils and 

staff 

 

• Strict supervision, correct use of 

tools. 

• Designated storage area for 

tools on and off site (Locked 

Forest School Shed, locked knife 

boxes) 

• Trained Forest School Practitioner 

to deliver “tool talk” and 

demonstrate safe use of tool to 

helpers and pupils with the 

introduction of each new tool 

“Tool talk” to include: 

• Description of tool including 

working parts; How to carry 

tool;  

• How to pass tool;  

• How and where to store 

tool; How and when to use 

tool;  

• Safe working distances from 

other people (blood 

bubble);  

• Personal protective 

equipment required for use 

of tool  

 

• Appropriate ratios to ensure 

pupils are monitored when using 

tools  

• Ensure tools are maintained 

properly at all times   

• All reminded to return tools to 

storage areas after use  

• Storage areas to be kept tidy at 

all times  

• Storage areas to be kept away 

from main thoroughfares to 

avoid trips  

• Tools to be stored in an 

appropriate way e.g. knives and 

saws inside a tool box  

• Tool maintenance to be part of 

general practice at Forest School 

sessions  

• First Aid kit carried by designated 

staff member. 

 

Using tools in a real world learning setting can contribute to the 

development of cognitive and physical skills, and health and 

wellbeing; and risk management is a key life skill. Pupils will learn to 

take personal responsibility, develop resilience, take part in 

practical decision-making and develop an awareness of real risk 

versus perceived risk. Develops an understanding safe use of 

sharp tools, 

Motor skills development, fine and gross, through use of a variety 

of tools.   

Problem solving in working out how to use the tool in the 

correct/safe way. 

Social skills and team work when using a tool with a partner. 

Develop safety awareness. Opportunities for peer learning. 

Benefits of tool use and risk taking: 

- Teamwork and language skills – children talk with others 

about their ideas and negotiate/allocate roles 

- Learning coping skills 

- Forming positive attitudes about self, others and own abilities 

(tool use is potentially risky, so to entrust an child with the 

responsibility to manage a tool is a boost for) 

- Social inclusion as most tools require a ‘partner’ 

- Allows pupils to experience a level of fear in a reasonably 

controlled environment; thus engendering a non-risk averse 

attitude (also encourages exhilaration and pride when fears 

are overcome) 

- Improves creativity 

- Develops motor skills, coordination and physical 

development. 

- Encourages concentration and resilience 

- Fosters engagement with local environment and elements   

- Sense of achievement of end result 

- Encourages pupils to manage own behaviour in risky 

situations  

Supports Curriculum skills such as: 

- understand and remember verbal instructions  

- understand process and sequence  

- work independently (when whittling)  

- work co-operatively (using tools with a partner)  

- practice gross and fine motor skills  

- show care for themselves and each other  

- better understanding of the environment, habitats and 

sustainability (knowledge of different tree species and their 

wood properties) 

Focused activities 

- During activity 

 

- Children and adults 

may be harmed  

Varies depending on 

activity – activity 

plans and/or sessions 

plans will indicate 

risks of each activity. 

- Pupils and staff 

• Pupils are reminded to take care during periods of 

play  

• Pupils are taught safe and effective knots as part of 

the Forest School Process  

• Exploration of Forest School site with all pupils and 

helpers to identify any hazardous areas  

• Pupils will have clearly identified boundaries which 

will be adhered to for the duration of the Forest 

School activity  

• Any relevant allergies, including to natural 

materials, to be declared on consent form  

• Rope is made in a bright colour (e.g. blue) so it 

stands out in the woodland environment, or hazard 

tape attached to guy ropes to ensure they are 

visible.  

• Pupils, practitioners and helpers are reminded to 

wear practical clothing and footwear at all times 

during Forest School sessions  

• Bodies of water are clearly marker with fencing or 

roped off and appropriate enhanced level of 

Varies depending on 

activity – activity plans 

and/or sessions plans will 

indicate benefits of each 

activity (some listed 

below) 
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supervision in place for all activities taking place 

near water.  

• Throw rope or life ring accessible during any 

activities near water.  

• Practitioners test strength of branches before pupils 

climb trees  

• If pupils are playing games with blindfolds, they are 

paired up with a sighted partner to avoid slips, trips 

and collisions  

• First Aid kit carried by designated staff member 

 

Risky play; sticks 

harm from others 

with sticks 

- During activity and 

free play 

 - Children and 

adults may be 

harmed 

• Sticks must be the same length or shorter than their 

arm. 

• Children are asked to measure the stick by putting 

it under their arm pit, if its longer than their arm they 

can’t play with it.  

• Sticks can be snapped to make it the right length. 

• When moving larger branches they must be 

dragged along the ground behind them. 

 

 

Exposed to risky play and 

safely controlled tool 

use. 

Understanding of own 

and others’ behaviour 

and how to influence 

good choices. 

Fine and gross motor 

gains. 

Mathematical 

development (longer, 

shorter) and problem 

solving skills. 

 Misuse of items 

causing injury 

- During activity and 

free play 

 - Children and 

adults may be 

harmed 

• Check all equipment to be used before each 

session 

• Remove any items that need to be repaired 

• Demonstrate how to use props to ensure all 

children know how to use everything correctly 

• Ensure equipment used is appropriate to age of 

group 

 

Collecting natural resources 

Inappropriate 

footwear and 

clothing. 

 - Slips, trips and 

snagging. 

- Adults and 

children 

• Pupils and parents advised before starting 

Forest School sessions with regard to suitable 

clothing and footwear. (small amount of spares 

on site) 

• Before going on site pupils checked. 

• On site advice with respect to particular 

activities; e.g. fastening open coats when using 

bow saw etc. 

•  

Proximity and interaction with 

greenspace has been 

associated with: 

-  lower levels of stress 

(Thompson et al., 2012)  

- reduced symptomology for 

depression and anxiety 

(Beyer et al., 2014),  

- improved cognition for 

children with attention 

deficits (Taylor and Kuo, 

2009)  

- improved cognition for 

individuals with depression 

(Berman et al., 2012) 

- improvements in mental 

health (Alcock et al., 2014) 

Being out and allowed the 

freedom to explore nature and 

natural resources gives children 

time to relax, enjoy themselves 

and have some stress free time. 

Connection to nature will allow 

our future generations 

understand and value the 

natural world. 

Interaction and self-driven 

exploration leads to gains in 

understanding and self-

confidence. Fine motor skills 

gains with picking, manipulating, 

exploring and transporting 

smaller items. Gross motor gains 

in lifting, twisting and transporting 

larger items. 

Lifting, carrying 

and transporting 

- Risk of back 

injury, muscle 

strain injury  

- Adults and 

children 

• Pupils taught appropriate lifting and carrying 

techniques, leader to model, prior to activity. 

Pupils subsequently asked to model techniques. 

• Encourage pupils to work together. 

• Encourage pupils to consider appropriate 

routes that avoid obstructions. 

• Discuss spatial awareness especially prior to 

carrying longer materials. 

Collecting 

firewood/building 

materials. 

- Risk of splinters, 

thorns cuts and 

grazes  

- Adults and 

children 

• Pupils made aware of risks. 

• Identification of thorn bearing plants. 

• Work gloves available. 

• Boundaries clear each session 

Plants 
Stinging and/or 

poisonous plants 

Adults and 

children  

 

• Leader aware of location of main source of 

stinging plants and able to make pupils aware. 

• Awareness of any known allergies or reactions 

amongst group. 

• General rule of not eating things found on site 

and hand washing after handling materials. 

Bug hunting 
- Risk of bites, 

stings, allergies 

when handling 

insects  

- Adults and 

children 

• Check for any known allergies before 

commencing activities. 

• Handling of insects kept to minimum with use of 

appropriate equipment e.g. nets and pots. 

Focus on observation. 

 

Rubbish/ Litter 
Cuts/Scratches 

- Adults and 

children 

- During activity 

and free play 

• Leader to collect litter from area beforehand 

during site sweep 

• Ensure first kit at hand if child cuts themselves 

Den and Shelter Building/use 

Building shelters 
Using natural 

materials at a 

• Pupils are taught safe and effective 

knots as part of the Forest School 

Process  

Opportunity to practise knots, develops fine motor skills. 

Gross motor skills encouraged when collecting and 

transporting materials of different sizes and shapes. 
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height, use of 

rope 

Adults and 

children 

• As part of instruction, remind groups 

to do the ‘wobble’ test before 

anyone enters the shelter.  

• Demonstrate the ‘wobble’ test i.e. 

shake the shelter before they enter. 

• Rope is made in a bright colour (e.g. 

blue) so it stands out in the woodland 

environment, or hazard tape 

attached to guy ropes to ensure they 

are visible.  

• All pupils, helpers and practitioners 

are involved in setting up shelters at 

“camp” so are aware of their 

location  

• Majority of shelters made using light 

weight tarpaulin   

• if high winds occur and shelters look 

unstable, they will be taken down or 

session will be terminated  

• First Aid kit carried by designated 

staff member. 

Problem solving in constructing a shelter from collected 

materials; children are fetching and carrying objects as 

they search for materials, some of which will be quite large. 

These materials will have to be lifted and attached into 

place which will involve stretching and balancing on odd 

shaped objects. Fosters problem solving and planning skills, 

as den building requires children to visualise, plan, and 

build and to manage, negotiate, cooperate and work as 

a team. Social skills development working in a group to 

construct a shelter. Gains in language development as 

children need to convey their ideas through talking and 

describing; giving and following instructions; problems 

solving language.  After completion rich play language is 

encouraged and structured. Personal growth and 

development (Faced with low level danger, children learn 

very quickly how to take risks and understand the result of 

their actions; Children who do not experience these things 

do not build up an understanding of how to calculate risk 

and are more likely to put themselves in danger.) 

Pride and self-worth from using end product and having 

peers. Encourage imagination skills within a structured 

environment; children need to be able to visualise and 

realise their ideas, be open to suggestions and learn from 

their mistakes.  Den building can foster mathematical 

development; focusing on design skills which encourages 

children to plan and think logically and look carefully at 

the shape and size of the materials they are using. If 

something is too big, it may unbalance and fall over, too 

small and it may take too long to build.  

Lifting Injury 

 

Risk of cuts, 

grazes and 

splinters. 

Muscular 

injuries. 

Adults and 

children 

• Children given guidance and taught 

how to safely lift, carry and transport 

materials.  

• Safety talk given with regards to size 

of materials used. 

• Use only natural materials found on 

the ground for frames plus string or 

rope.  

• Gloves available  

• Appropriate footwear and clothing to 

limit likelihood of tripping, slipping or 

becoming snagged.    

• Check understanding with 

individuals. 

• Any child behaving inappropriately 

will be asked to leave the fire area. 

Shelter Falling 

Down 

 

Risk of head 

Injury 

fractures, cuts 

and bruises 

Adults and 

children  

• Pupils taught appropriate building techniques. 

• Pupils taught safe and effective knots as part of 

their Forest School lessons. 

• Safety talk given with regards to size of 

materials used. 

• Mainly use light tarpaulins to provide frame 

cover, Natural materials may also be used but it 

will not generally be sustainable on the site. 

• During high winds occur and shelters look 

unstable, they will be taken down or session will 

be terminated 

• Direct adult supervision if required 

 

Encourages awareness of 

changes in environment around 

self. Encourages pride in what 

we can build and our own 

resilience. 

Fosters resilience and 

acceptance of failure; children 

learn from repeated 

miscalculations.  

Injury caused by  

selecting and 

carrying materials 

for den building 

 - During activity 

 - Children and 

adults 

• Health and safety talk given before activity 

starts 

• Rules to be given out about how to carry logs 

correctly and safely 

• Demonstrate safe working distances 

• Warn children not to throw logs 

• Children instructed to only build shelters to fit 

the size of their group and no bigger 

 

Identification skills and 

understanding of the world.   

Self-knowledge, resilience and 

pride in achieving transportation 

of equipment and materials. Fine 

and gross motor skill gains. 

Injury from falling 

logs when 

constructing 

shelter 

- During activity 

 - Children and 

adults 

• Discuss with children where is appropriate to 

build shelters and what materials are 

appropriate to use e.g for A-frame structure 

• Children instructed not to enter their shelter 

until it has been deemed safe by leader or 

adult 

• Children must work as a team consulting one 

another to avoid mistakes 

• Leader to supervise construction at all times 

 

Identification skills and 

understanding of the world.   

Self-knowledge, resilience and 

pride in achieving transportation 

of equipment and materials. Fine 

and gross motor skill gains; 

appreciation for gravity and 

mathematical angle 

understanding.  

Injury from 

shelter/den 

structures after 

activity 

- After activity 

- Children and 

adults 

• Leader to decide whether structures are safe 

enough to enter 

• Shelters to be dismantled of the end of each 

session 

• Logs are not to be thrown 

• Place logs neatly on the pile so are easy to 

access during next session 

• Leader to supervise dismantling of shelters at all 

times 

Encourages awareness of 

changes in environment around 

self. Encourages pride in what 

we can build and how resilient it 

is.  
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Managed Fire 

Injury from 

selecting and 

carrying natural 

forest materials 

 - During activity 

 - Children and 

adults 

• Instruct group of appropriate 

materials for use – e.g. from forest 

floor, appropriate size, not living 

plants, avoid prickles etc. 

• Avoid injury by demonstrating safe 

handling of any materials 

selected 

Self-confidence and pride in achieving 

transportation of equipment and materials. 

Fine and gross motor skills. 

Injury from 

collecting and 

carrying fire wood 

 - During activity 

 - Children and 

adults 

• Children advised what wood to 

collect and instructions on 

carrying wood in the correct way 

• Children not to collect large 

pieces of wood unless supervised 

and instructed in safe way to 

transport 

Identification skills and understanding of the 

world.   Self-belief, resilience and pride in 

achieving transportation of equipment and 

materials. Fine and gross motor skills. 

Fire lighting 

- During activity 

- Children and 

adults 

Cuts and grazes 

from friction of 

flint and steel 

Errant sparks 

• Appropriate staff-child ratio (1:3)    

• No glove use    

• Use towards a flat surface 

• Ensure fingers are clear of sliding 

flint or steel 

• Ensure there are no sharp 

obtrusions on the steel 

• Children have a safety brief 

before entering the fire pit area. 

• No walking between the seats 

and fire allowed. 

• Prior to activity remind the 

children of rules and boundaries 

surrounding the fire pit 

Learning to keep self and others safe. Fine 

and gross motor development. Resilience and 

linking cause and effects of own behaviours. 

This is acceptable risk activity to enhance 

own coping strategies.  

Children learn and develop their 

understanding of the fire triangle; fire needs 

oxygen, fuel and heat (Knight, 2011). Children 

build a good positive relationship with fire and 

gain a good understanding of why we need 

specific fire safety rules. Children begin to see 

that hard work has a purpose – collecting 

firewood means they get to cook their 

favourite things. Fire making supports other 

areas of learning in the NC (DfE 2013) and the 

EYFS (2014) objectives. 

Burns and/or 

scalds 

 

 

Adults and 

children 

• Safety talk given.  

• Well defined fire area with practiced 

procedure for entering and leaving it.  

• Keep area clear of obstacles.  

• ‘No running’ policy in vicinity of camp 

fire 

• Water/first aid kit kept close to hand.  

• Fire not to be left unattended by adult.  

• Fire gloves available for those working 

with the fire. 

• Fire extinguished once activity 

completed.   

• Check understanding with individuals. 

• Any child behaving inappropriately will 

be asked to leave the fire area. 

• First aid and burns kit on site 

• In the event of an adult or child’s 

clothes being on fire they should be 

encouraged to ‘stop, drop and roll’ also 

wrap them up in a fire blanket, both 

actions will put out the flames. 

Fosters self-awareness and preservation. 

Encourages increased awareness of 

environment and self within it. 

Life skills. Language enforcement. 
Fosters understanding of keeping self 

and others safe. 
A chance for the pupils to put into 

practise self-control and employ on-line 

risk assessments. 
Encourages seeking adult for comfort or 

reassurance and awareness of own 

body. If burns occur: Opportunity to 

work as a team and experience dealing 

appropriately and calmly in a crisis or 

emergency. Opportunity to work as a 

team and experience dealing 

appropriately and calmly in a crisis or 

emergency.   

Splinters and 

flying splinters 

When snapping 

sticks for 

firewood 

 - During activity 

 - Children and 

adults 

• Wear protective gloves to handle split 

wood and to snap sticks 

• Always snap sticks with the opening 

break pointing away from your face 

• Only split logs with appropriate tools 

and training 

• Adult supervision 

• First aid kid available 

Life skills. Language enforcement. 
Fosters understanding of keeping self 

and others safe. Encountering ‘pain’ 

and conquering fears in a safe 

environment where injury is not life 

threatening and children will return to a 

‘fun’ and chosen, distracting task. 

Smoke 

inhalation 

 

Adults and 

children  

• Safety briefing,   

• Fire management 

• Use appropriate material for fire. 

• Take account of wind direction and 

weather conditions.  

• Where known asthma sufferers are 

present ensure inhalers and medications 

are present on site. 

 

Engenders self-awareness and 

awareness of other’s needs. Encourages 

understanding of how to keep ourselves 

safe and healthy. 

 

Setting fire to 

surroundings 

Adults and 

children 

• Use designated site  

• Appropriate management of fire 

• Take stock of weather and ground 

conditions,  

Engenders self-awareness and 

awareness of other’s needs. Encourages 

understanding of how to keep ourselves 

safe and healthy. 
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• Ensure means of extinguishing fire is 

available 

• Fire will be in a soil pit surrounded by 

stones to prevent the fire escaping the 

area. 

• Fire area will be away from buildings. 

• The fire will not be under overhanging 

trees which may catch alight. 

• A good supply of water will be 

available to put out flames and 

dampen heat. 

• A fire blanket will be available to wrap 

around person who may be alight. 

• In the event of a grass fire ensure 

children who are most at risk from smoke 

inhalation are positioned away from 

potential smoke path. 

 

Fosters knowledge and practical 

understanding of fire triangle and what 

effects adding and taking away from 

this. 

Explosion Adults and 

children 

• No flammable liquids are to be used to 

light or accelerate fires. 

• No containers or rocks to be placed on 

fire 

• Remove cork from Kelly Kettle if being 

used. 

 

Heat from 

embers 

- During activity 

- Children and 

adults may be 

harmed  

- Burns or singes, 

to skin or clothes 

• When the fire activity is finished the 

embers will be dampened and cooled 

with water and spread out with a 

spade. 

• Adult supervision 

Engenders self-awareness and 

awareness of other’s needs. Encourages 

understanding of how to keep ourselves 

safe and healthy. Life skills. 

 

Fire, heat 
(open fire or Kelly 

Kettle) 

- During activity 

- Children and 

adults may be 

harmed  

- Burns or singes, 

floating ash, falls 

and trips 

• Keep a clear space free from 

equipment or undergrowth around the 

fire area  

• Have extra water available to put out 

fire   

• Have burns kits available 

• Have heat proof gloves and fire blanket 

available  

• Safety briefing on fire  

• Use visuals where possible and safe use 

fire wok to contain fire if necessary  

• First Aid kit carried by designated staff 

member. 

• Only used inside the fire circle and 

under close supervision. 

•  

Development of awareness and respect 

of fire. Support awareness of self and 

environment working as a group 

managing a fire and safety aspects 

involved.  

Motor skill development – collecting fire 

wood, use of fire steel, managing the 

campfire, cooking on the campfire etc. 

Opportunities for tree identification 

when collecting suitable firewood.  

Working as a team and building trusting 

relationships and self-confidence.  

Fosters new experiences that empower 

children to use their initiative and enjoy 

the natural environment.  Supports 

mathematical development, sizes and 

sorting.   

Kelly Kettle 

- During activity 

- Children and 

adults may be 

harmed  

- Burns, grazes, 

ash or smoke 

inhalation, water 

burns, metal 

burns, falls and 

trips 

Incorrect or 

improper use of 

Kelly Kettle: risk of 

burns from fire 

and hot metal 

sides; risk of 

scalding from 

water and steam 

• The Kelly kettle must be placed on flat, clear 

ground  

• Avoid filling water chamber to the very top as 

water will expand when heated and may 

overflow. 

• Never hold the handle above the chimney 

when the kettle is lit as it can result in a burn. 

• 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. 

• Fuel should burn itself out, but if it doesn't it 

must be extinguished with water 

• After use, allow time for the Kettle to cool 

before storing away 

• Ensure kettle is stable and fit for use before 

each use.  

• Boiling water only to be poured inside the fire 

circle, no hands feet or body parts near to 

water or cups 

• Safety talk given and followed 

• General fire precautions adhered to (see 

separate risk assessment and policy / 

procedure.) 

• Feed flames through chimney. 

• Make sure air hole opposite side to spout. 

• Do not leave unattended. 

• Use fire safety gloves when handling.  

Encourages danger awareness. 

Creating own resources, size and 

measure appreciation. Learning to keep 

self and others safe. 

Development of awareness and respect 

of fire. Supports awareness of self and 

environment working as a group 

managing a fire and safety aspects 

involved. Supports mathematical 

understanding (size, orientation, adding) 

when adding fuel/sticks. 
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• Safe working area maintained clear of 

obstacles and safe working distance 

maintained.  

• ‘No running’ policy in vicinity of Kettle 

• First aid kit kept close to hand.  

• When finished maintain adult supervision 

whilst kettle cools. 

• Check understanding with individuals. 

• Any child behaving inappropriately stopped. 

 

Injury from hot 

drinks 

- During activity 

- Children and 

adults may be 

harmed   

- Burns and 

scalds 

• Ensure all hot drinks given to children 

are cooled sufficiently with some cold 

water to prevent burns.  

• No boiling hot drinks for children. 

• Use of metal cups with handles or thick 

plastic beakers to avoid injury 

Development of awareness and respect 

of effects of fire. Support awareness of 

self and environment working as a 

group managing a fire and safety 

aspects involved. Understanding of 

every day hazards. Life skills. 

Danger of injury 

from out of control 

fire 

- During activity 

- Children and 

adults may be 

harmed   

- Burns and 

scalds 

- Ground scorch 

• Ensure fire is of minimum required size 

and water is in place. 

• Children to be made aware of danger 

of being in close proximity to fire. 

• Ensure fire is extinguished properly 

before leaving (dug over & ground 

temperature sufficiently lowered) 

• Fire is never to be left unattended to 

ensure it does not become too big. 

• Extinguish fire if wind strengthens or 

erratically changes direction. 

• Only light fire in cleared area with no 

low overhanging branches. 

 

Development of awareness and respect 

of effects of fire. Understanding of how 

to keep self and others safe. Engender 

knowledge of fire triangle 

Fire, 

heat/Cooking 

- During activity 

- Children and 

adults may be 

harmed  

 - Burns or singes, 

floating ash, falls 

and trips 

- Hot food 

handling or 

tasting 

- food poisoning 

or allergies 

• Any food cooked will be under close 

supervision with the adult cooking the 

food and ensuring it is cooled before 

the children eat it.   

• Fire is managed constantly to ensure it 

does not become too big. Children and 

adults must single knee kneel – respect 

position when inside the fire pit safety 

circle. No-one to cross the fire pit or 

lean over. Safety circle 2m radius from 

fire. 

• Children and adults to be made aware 

there may be embers around the fire 

hearth 

• Ensure children understand the danger 

of fires and safe practice with fire 

• Children to be told they must not light 

fires when on their own 

• Children to be supervised by the fire at 

all times 

• 1:1 ratio of adults to children in close 

proximity to the fire i.e. when warming 

food over fire. 

• When warming food over the fire use 

sticks at least an arm’s length long. 

• Children also must understand safe 

procedures of extinguishing fire and 

lowering ground temperature 

• Water available near to fire in case of 

burns. 

• First aid kit available at all times, first 

aiders make themselves known to 

children. 

 

Children learn about cooking and being 

independent as well as learning life skills.  

Encourages creativity. Enforces cooking 

and safety life skills. Engenders scientific 

knowledge and understanding with fire 

and cooking. Encourages children to 

think of safety of both themselves and 

for others by learning simple safety 

procedures under the close supervision 

of the forest school leader. Confidence 

from achieving and making food for 

enjoyment. It’s good fun and 

encourages teamwork; Improves 

communication; Improves hand eye 

coordination 

NB: When preparing, transporting, storing, cooking and serving any food eaten whilst at Forest School the same guidelines (Food 

Safety Regulations 1995 (www.food.gov.uk)) apply as if you were in a kitchen or dining room. A cool bag or similar storage facility 

kept specifically for food should be used. Food that contains: - meat, fish, dairy products, cereals, rice, pulses, vegetables etc. 

should be kept cold (at or below 8° C). Food to be cooked must be kept cold until required and cooked to a temperature at or 

above 63° C. Raw meat and fish should be stored cold separately from cooked meats, cereals, dairy products etc. Sensible 

precautions must be taken to follow basic hygiene regulations by ensuring all who handle food for preparation or consumption must 

wash/clean their hands before doing so. 

Rope Play/Use 
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Ropes 

Rope 

burns/trapped 

limbs or fingers 

- Children and 

adults 

• Group is reminded about safe use of 

rope/sisal/string. 

• Ensure gentle pulling of string. 

• Gloves available for thicker ropes. 
Motor skills development, fine 

and gross, through use of a 

variety of rope skills.  

Problem solving in working out 

how to use the rope and knots 

in the correct/safe way. 

Social skills and team work 

when using rope with a partner. 

Develop safety awareness. 

Opportunities for peer learning. 

Chance for staff to observe 

students in a different setting. 

Offers an alternative to our 

over reliance on digital and 

electronic sources for 

recreation, learning, socialising. 

Offers an opportunity to 

become fitter and healthier. 

Pupils learn to recognise and 

assess risks for themselves. 

(Murray & O’Brien 2006) 

 

Rope at head 

height 

 - Bumps, 

scratches, rope 

burn 

- Children and 

(shorter) adults 

• Group made aware of the high rope and 

encouraged to feedback alongside it. 

• Staff support the use of the rope for feedback. 

Visibility 

- Children and 

adults 

• Brighter coloured rope and string used if 

possible otherwise high visibility tape attached 

to increase visibility. 

 

Tripping 

- Children and 

adults 

• Bright coloured rope or tape used as described 

above. 

• When using rope pupils will be taught to avoid 

placing them where people can trip over them. 

• Pupils taught how to store and carry rope and 

string. 

Catching neck 

 

- Children and 

adults 

• As above. 

• Avoid putting ropes or strings at head height 

wherever possible. 

Entanglement 

- Children and 

adults 

• Ropes and string to be stored and carried 

correctly. 

• Any excess rope or string to be secured. 

 

Rope Burn 
- Children and 

adults 

• Gloves available when rope is being used to 

pull something. 

Using string 

Tightness around 

fingers, trapping 

digits. 

- Children and adults 

• Children to be instructed how to use 

string to make dens and tie sticks 

together.  

• Close supervision. 

• Scissors available if needed to loosen/cut 

 

Practising knots and learning new 

skills involving following instructions. 

Encourages creativity. 

Allergies or 

children’s existing 

conditions 

Known reactions; 

redness, itching, 

scratches, general 

unsettled behaviour 

- Children and adults 

 

• All pupils to have medical needs letter 

completed before start of sessions 

• All staff to be aware of any known 

allergies or existing conditions and be 

aware of treatment required.   

• Leader to carry medication as required 

Promote knowledge and 

independence in identifying and 

avoiding allergens. 

   

Animals/pets  

present 

Unwanted attention 

from animals, 

confrontation. 

- Children and adults 

 

• Encourage all children to keep quiet and 

still if dogs approach them.  

• Remind them not to talk to strangers. 

Promote understanding of the 

world and possible dangers within 

in. 

Minibeasts 

Handling and/or 

consumption of 

minibeasts  

-  During activity or 

free play 

 - Children and 

adults 

• Children instructed not to put fingers in 

mouth, ears or nose 

• Ensure hands are washed after activity 

• Discussions about respecting nature 

 

Opportunity to study the way 

different insects move around, 

communicate and smell or taste. 

Other than bees and wasps, 

insects are generally safe for 

children to capture and observe. 

Positive approach to insect 

presence can challenge idea of 

insects being something to fear. 

Fosters identification skills and 

hones curiosity. Encourages 

increased awareness of 

environment and self within it. 

Understanding the natural world 

and what they mustn’t touch. 

Debris/rubbish 

Glass, drug use, 

metals. 

Cuts, bruises, 

contamination 

- Children and adults 

• Ask children not to pick up rubbish, but 

instead to inform an adult if they find 

something. 

• Adult to remove safely. 

• Site sweep pre and post session. 

 

Promote understanding of the 

world and possible dangers within 

in. 

Blindfold Risk Assessment 
Trips and slips. 

Collisions and 

bumps into 

people and 

objects. 

 -Bumps, cuts, bruises 

and falls  

-  During activity or 

free play 

• Site chosen for activity carefully.  

• Ensure ground is checked for potential trip 

hazards. 

• Discuss the risks posed by wearing a 

blindfold with the group. 

Blindfolds have many uses in the 

forest school setting. To 

encourage awareness of self 

and the environment, a blindfold 

can be used to heighten the 
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 - Children and 

adults  

 

• Model how to guide or supervise (if they are 

following a line) someone. 

• Explain to group to investigate items gently. 

• Tell them there may be rough or sharp parts 

so move slowly. 

• Monitor and observe activity closely. 

• Group must be made aware of the dangers 

and considerations of leading someone 

who is blindfolded  

awareness of sound with a 

seated child. Blindfolds may also 

be used for activities that involve 

a greater level of movement 

and therefore risk, to encourage 

teamwork, problem solving and 

language skills. 

- Improves other senses 

- Improves communication 

Walking into 

trees/branches 

Bumps, bruises and 

cuts from walking 

into trees. 

-  During activity or 

free play 

 - Children and 

adults  

• Brief pupils about walking slowly, one foot 

at a time. 

• Ensure pupils are lead between areas when 

wearing blindfolds. 

• Have a code word for everyone one to 

stop and one for everyone to take off 

blindfolds. 

• Remove sharp branches at a height where 

they might cause harm.  

Panic Attacks 

Some find it difficult 

to wear blindfold 

and panic 

-  During activity  

 - Children and 

adults 

• Reassure and encourage them to give 

activity a go. 

• If activity is causing distress, then modify 

activity. 

Tree Climbing (and activities where individuals are off the ground 

Fall from tree 

 

Risk of possible fractures, 

bruising cuts or 

scratches  

-  During activity or free 

play 

 - Children and adults  

 

• Safety check climbing trees.  

• Supervise first climbs 

• Clear rules regarding height of climb, 

encourage teamwork with help and support 

techniques. 

• Height limit set. 1.5 to 1.8m.  

• Only one person in tree at a time. 

• Immediate area below tree to be cleared of 

loose material such as branches or rocks. 

• Appropriate footwear and clothing to limit 

likelihood of slipping or becoming snagged. 

• Before climbing individuals to assess suitability of 

tree.    

• If children choose to climb a tree they must be 

confident they can get down unaided.  

• Ropes not to be used in trees. 

• No climbing during high winds or wet weather. 

• During first sessions children to identify trees and 

discuss suitability for climbing with leader.  

• Children behaving inappropriately will be asked 

stop climbing. 

- Managing own risks,  

- Determination and 

resilience, growth of 

confidence and self-

esteem. 

- Development of 

motor skills.  

- Improved hand-eye 

coordination 

- Improved balance. 

- Encourages 

increased awareness 

of environment and 

self within it. 

- Life skills.  

- Language 

enforcement. 

- Fosters 

understanding of 

keeping self and 

others safe. 

- Encountering ‘pain’ 

and conquering 

fears in a safe 

environment where 

injury is not life 

threatening and 

children will return to 

a ‘fun’ and chosen, 

distracting task. 

- Teamwork and 

shared end goals 

- Fosters pride in final 

result and peers 

interacting with it 

Branch breaking 

 

Risk of falling resulting in 

possible fractures, 

bruising cuts and 

scratches. 

-  During activity or free 

play 

 - Children and adults  

• Before climbing individuals to assess suitability of 

branches to bear weight. 

• One child in a tree at a time. 

• No climbing during high winds or wet weather. 

• Leader to discuss how to spot trees or branches 

to avoid. 

 

Hammocks 

 

Fall climbing in or out of 

hammock. 

-  During activity or free 

play 

 - Children and adults  

• Identify suitable site. 

• Adult to supervise positioning hammock. 

• Ensure ground below hammock is clear. 

• Model how to climb in and out of hammock 

safely. 

• Ensure group are aware not to push people 

when they are in hammock.  

 

Activities where 

participants are 

lifted and or 

carried (These may 

be undertaken as part 

of team building 

exercises.) 

Risk of slips and trips 

resulting in fall and or 

dropping of person 

being carried 

-  During activity or free 

play 

 - Children and adults 

• Lifting procedures modelled then supervised. 

• Chosen area for task flat and free of obstacles 

under foot.  

• Trip hazards removed 

• Any equipment used suitable for task. 

Pupil specific 

hazards 

Who might be 

harmed and how?  

Safety Measures – measures that will be 

put in place and/or will be taken to 

reduce the risk to an acceptable level. 

Risk/Benefit analysis 

– is it worth it? 
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Group dependent -  See GA Individual Risk Assessments 

 

 

 

 

 

Appendix 12: 

Site Sweep Procedure and Recording 

 

 

Site Safety Sweep 

Date: Time: Weather: 

Name of FS Leader & LSA: 

Checklist Y/N Notes 

Weather effects 

 

 

 

 

Vandalism 

 

 

 

 

Low branches 

 

 

 

 

Fallen branches 

 

 

 

 

Protruding thorns 

 

 

 

 

Nettles/brambles 

 

 

 

 

Slippery areas 

 

 

 

 

Needles 

 

 

 

 

Broken glass 

 

 

 

 

Standing water 

 

 

 

 

Boundary fence 

 

 

 

 

Tool area roped off/Tarp for area 

 

 

 

 



 

Page 80 of 150 

 

Litter 

 

 

 

 

Equipment ready 

 

 

 

 

Other hazards 

 

 

 

 

Appendix 13: 

Child Protection (Safeguarding) Policy  

  
Reviewer: Catherine Assink – Head of School  

Approved: January 2019 (Local Advisory Board)  

Due for review: January 2021  

CHILD PROTECTION (SAFEGUARDING) PROCEDURE  

The following procedure must be followed whenever abuse of a child is suspected, disclosed or witnessed.    

(a) Types of Abuse and Recognition    

Abuse can take a number of forms:   

 

Physical: Causing physical harm to a child by hitting, shaking, throwing, poisoning, burning or scalding, 

drowning, suffocating or some other method. Physical harm can also be caused when a parent or carer 

fabricates the symptoms of or deliberately induces illness in a child.   

 

Emotional: The persistent emotional maltreatment of a child in a way likely to cause severe and persistent 

negative effects on the child’s emotional development.   

 

Sexual: Forcing or enticing a child to take part in sexual activities, whether or not the child is aware of what 

is happening. Sexual abuse includes both physical contact and non-contact activities. 

 

Neglect: The persistent failure to meet a child’s basic physical and/or psychological needs, likely to result in 

the serious impairment of the child’s health and/or development.   Children living within care may also 

experience institutional abuse.    

It is important to recognise the multitude of abusive situations that overlap within these definitions. Children 

may be at risk of abuse through such varied issues as bullying (including cyberbullying), substance misuse, 

child sexual exploitation, female genital mutilation, forced marriage, and abuse related to protected 

characteristics e.g. racism/sexism/homophobia, domestic violence, gang violence and others.  In addition, 

all staff have due regard for the need to prevent pupils and students from being drawn into terrorism. This 

duty is known as the Prevent duty. Radicalisation refers to the process by which a person comes to support 

terrorism and forms of extremism. Extremism is vocal or active opposition to fundamental British values, 

including democracy, the rule of law, individual liberty and mutual respect and tolerance of different faiths 

and beliefs. We also include in our definition of extremism calls for the death of members of our armed 

forces, whether in this country or overseas.  

Staff may become aware of abuse in a number of ways:   

- Disclosure by a child   

- Disclosure or remarks made by another party (e.g. carer, other professional, member of the public) 

- Discovery of bruising or marks on a child’s body  

- Unexplained changes in behaviour or personality  
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- Evidence of disturbance or explicit detail in drawing, writing or play  

- Evidence of neglect in terms of cleanliness, personal hygiene, failure to thrive or apparent exposure to 

unnecessary risks  

- Persistent lateness, poor or irregular attendance or persistent absence from school     

 (b) Reporting within Grange Academy    

1. The Designated Safeguarding Lead and Deputy Designated Safeguarding Lead  

The Designated Safeguarding Lead within Grange Academy with responsibility for Child Protection is 

Charlotte Thomas. The Deputy Designated Safeguarding Lead is Angela Morris.  The Designated LAB 

member for Safeguarding is Gill Lake.  The Designated Safeguarding Lead and Deputy Designated 

Safeguarding Leads have a responsibility to:   

- Liaise with the LA, Social Services, Police and other agencies on individual cases of suspected or identified 

child abuse – in Bedford the Multi Agency Safeguarding Hub (MASH) should be contacted  

- Act as the contact person/s within the school (this may be delegated to other members of the 

Safeguarding Team in order that the team are supporting each other effectively)   

- Be responsible for co-ordinating action within the school on child protection issues   

- Liaise with staff on a ‘need to know basis’ so that children’s rights to confidentiality are ensured 

- Represent the school at child protection meetings and be a member of the ‘core group’ if required  

- Ensure staff are familiar with this procedure - Raise awareness about child protection and arrange training 

for staff - Call multi-agency meetings where appropriate.    

- Communicate between each other and the Safeguarding Team to ensure information is shared 

effectively. This will take place both ‘as and when required’, but also through Safeguarding Team meetings. 

Safeguarding Reporting Procedure  

i. If you had a pupil safeguarding concern, who would you report it to?  

Charlotte Thomas (Designated Safeguarding Lead)  

ii. In the absence of Charlotte Thomas, who would you report a pupil safeguarding concern to?  

Angela Morris (Deputy Designated Safeguarding Lead)  

iii. In the absence of Charlotte Thomas and Angela Morris, who would you report a pupil safeguarding 

concern to?  

Catherine Assink  

 iv. If you had a concern that a member of staff may have acted in a way that harmed or could harm a 

pupil or pupils, who would you report it to?  

Catherine Assink  

v. If you had a concern that a member of staff may have acted in a way that harmed or could harm a 

pupil or pupils, but Catherine Assink was absent, who would you report it to?  

Charlotte Thomas  

vi. If you had a concern that Catherine Assink may have acted in a way that harmed or could harm a pupil 

or pupils, who would you report it to?  

Gill Lake (Chair of LAB members: 07930 826474)   

N.B. Grange Academy staff can use alternative sources to report concerns about their organisation. Staff 

can call the NSPCC on 0800 028 02825. Please notify the Designated Safeguarding Lead (pupil matter) or 

Head of School (matter relating to a member of staff, or the DSL) before calling the NSPCC.  

 

3. A confidential incident report on the incident should be completed as soon as possible if alleged abuse 

has been witnessed or is suspected.  

4. The Head of School must be informed of all allegations or suspicions of abuse. This will be done by the 

Designated Safeguarding Lead or Deputy Designated Safeguarding Leads. Action set out in this policy 

should not be delayed until this is done.    

(c) Listening to an Allegation of Abuse    

5. The person to whom the disclosure is being made should listen and make accurate notes (if this does not 

cause the child distress), but must not use leading questions. Open questions and phrases should be used as 
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much as possible; for example, ask, ‘What did you see?’ and not, ‘Did you see…?’ Staff may find the T (tell) 

E (explain) D (describe) acronym helps to guide their support for pupils and students.    

6. The person to whom the disclosure is being made should advise the person that the disclosure will have to 

be reported and to whom. If a pupil is concerned by this, it should be made clear that it will be reported to 

someone who is able to help. Staff must never promise to keep something a secret.    

7. Staff listening to a disclosure must remain calm. If a member of staff appears shocked, upset or angry, the 

child may pick up on this and it may stop them from saying more. Staff can seek support from managers to 

address their own needs at a later stage, if they have been emotionally affected by the disclosure.    

8. Staff should always reassure a pupil that they have done nothing wrong and that it is okay to talk.     

(d) Contact with the Family    

9. Contact with the family should be discussed with the Designated Safeguarding Lead, who may consult 

the Head of School and Social Services – either the designated Care Manager or the Duty Care Manager, 

the Education Welfare service or other relevant agencies. In Bedford all referrals are made through MASH 

(Multi Agency Safeguarding Hub). If the child resides in another borough, the referral should be made to 

that borough.    

10. In cases where a minor physical injury causes concern, it may be appropriate to discuss this with the 

parent or carer. If the explanation suggests a non-accidental cause for the injury (or a failure to protect the 

child from harm), the parent or carer will be informed that the matter must be referred to Social Services.    

11. In cases of possible neglect or emotional abuse, the concern is likely to have built up over a period of 

time. There may have been discussion between the Safeguarding Team and the family about sources of 

help (e.g. Social Services), but if concerns persist, the Designated Safeguarding Lead will need to refer to 

Social Services and will normally advise the family of this.    

12. In cases where there are suspicions of sexual abuse, the designated staff member will seek immediate 

advice from Social Services staff before discussing the matter with the family.    

(e) Recording and Reporting   

13. The person who has observed an incident must make an accurate report of it. This must be submitted to 

a member of the Safeguarding Team who will make any necessary additional notes.  

14. The Designated Safeguarding Lead or a member of the Safeguarding Team will complete the 

Academy’s referral form or, in the case of an ongoing concern, add to the existing one.    

15. All safeguarding emails sent outside of Grange Academy must be password protected and the 

password conveyed separately to the recipient.    

16. In making contact with Social Services or the Police, the caller must note that the issue is one of 

suspected abuse or a suspected crime against a child.     

17. Written statements and the Academy’s referral form must be provided by the Academy to Social 

Services or, if appropriate, the Police, including the details of allegations/ incidents observed. These must be 

provided as soon as possible, preferably on the same day.   

18. The person reporting the incident (a member of the Safeguarding team) will contact the pupils care 

manager, or if they do not have one, the duty manager.     

19. All records relating to child’s welfare concerns will be kept on the child’s file and the file will be kept 

securely.    

20. Information from records will only be used on a ‘need to know’ basis.    

21. Relevant staff will need to know when a child is subject to a Child Protection Plan, so they can monitor 

the child’s welfare.    

22. Records relating to the child’s welfare will remain on the child’s file as long as the child is a pupil at the 

Academy.     

23. When the child leaves the Academy, other providers will be advised in writing that the Academy’s 

records contain information about child protection concerns even where these are no longer current.    

24. Safeguarding data reports must be provided to Head of School monthly and to LAB members termly.  

(f) Where a Criminal Offence is Suspected   

25. Wherever a criminal offence is alleged, or is suspected to have taken place, the police must be 

contacted. Grange Academy staff reporting to Social Services should clarify who will contact the police. If it 

is agreed that Social Services should contact the police, then the Designated Person will follow this up by 
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making themselves known to the police and requesting confirmation as to whether the matter is being 

investigated.    

 (g) Immediate Risk or Danger    

26. If an individual is at immediate risk, or in situations where there is forensic evidence, then the police and, 

if appropriate, other emergency services must be contacted immediately. The Designated Safeguarding 

Lead or Head of School will make the necessary phone call.   

(h) Continued Provision of Support    

27. Grange Academy will stay closely involved and will check with the appropriate authorities that the 

allegation is being appropriately investigated.    

(i) Allegations of Abuse Against a Member of Grange Academy Staff    

28. Allegations or concerns about a member of staff, worker or volunteer must immediately be notified to 

the Head of School (or the Safeguarding LAB member if the concern is about the Head of School)    

29. The Head of School (or Safeguarding LAB member) will always consult the Local Area Designated 

Officer (LADO).     

30. Following consultation, the Head of School (or Safeguarding LAB member) will decide on appropriate 

action.  

31. It is important to bear in mind that although concern may relate to an individual pupil, other pupils may 

also be at risk.    

32. The recommended Bedford Child Protection Procedures will be followed in such cases.    

(j)  Requests for Assistance by Other Agencies    

33. The Academy is required to assist local authority Social Services or the Police when they are making 

enquires about the welfare of children.    

34. Information about a child must therefore be shared on a ‘need to know’ basis with other agencies.    

35. When telephone requests for information are received, always maintain security by checking the 

telephone number listing and calling back.    

36. Requests for attendance at meetings about individual children (e.g. Child Protection conferences) 

should be notified to the Designated Safeguarding Lead, who will arrange preparation of a report and 

attendance at the meeting.    

37. Reports should contain information about the child’s: academic progress, attendance, behaviour, 

relationships with children and adults, family, any other relevant matters  

38. Reports should be objective and distinguish between fact, observation, allegation and opinion.    

39. Unless you specify otherwise, reports will normally be made available to the child’s family.     

(k)  Pupils subject to a Child Protection Plan    

40. The Academy will be told by the relevant Social Services when a child is subject to a Child Protection 

Plan.    

41. The name of the key care manager must be clearly recorded on the child’s record.    

42. The Academy will participate fully in the work of the core group, to assist with the objectives of the Child 

Protection Plan.    

43. When a child is on a Child Protection Plan, the Academy will report all absences, behavioural changes 

or other concerns to the key social worker.    

44. When a child on a Child Protection Plan leaves the Academy, all the child protection information should 

be transferred to the new provision.     

(l)  Sexting  

i) Disclosure   

This could come from a young person or parent.  

 

ii) Initial review meeting with the safeguarding team  

At this stage the initial information should be reviewed and a decision made about whether referral is 

necessary or whether the incident can be dealt with in-house  

 

iii) Report incidents to the police or referring to social care, if necessary  
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A referral should be made if:  

a. there was adult involvement  

b. there was any coercion or blackmail  

c. the images were extreme or violent  

d. the child involved had already been identified as vulnerable or was under 13  

e. there is an immediate risk of harm.  

 

iv) Assess the risks  

Questions to ask include:   

a. How was the image shared and when?  

b. What is the impact on the child involved?  

c. What is the background of the child involved?  

d. Was the child coerced in any way?  

 

v) Management in school  

Steps on how to respond to the incident include:   

a. inform parents or carers - if this is not a risk  

b. record incidents  

c. search devices, identify and delete images  

d. interview and talk to the young people involved  

e. discipline young people involved if necessary  

f. report online imagery and get it removed.  

(m)  Confidentiality    

45. The person to whom the disclosure has been made must keep the disclosure confidential. They must 

discuss with the persons named above but they should not discuss it with other colleagues.     
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Appendix 14: 

Safeguarding Children and Young People: Safe Working Practice Agreement  

 
Grange Academy is committed to safeguarding and promoting the welfare of pupils and students and 

expects all staff and volunteers to share this commitment. The following is, therefore, a code for all adults 

working in or on behalf of the school, including those involved in home visits or any out of school activities.  

You should always: 

• Behave in a mature, respectful, safe, fair and considered manner at all times.  

 

• Provide a good example and ‘positive role model’ to the pupils.  

 

• Observe other people’s right to confidentiality (unless you need to report something to the 

Safeguarding LAB member, Head of School, Designated Safeguarding Lead, or Deputy Designated 

Safeguarding Lead (e.g. concerns about a child protection (safeguarding) issue) 

 

• Treat all children equally; never favour one particular child, or build a ‘special relationship’ with 

individual children except where one-to-one working is part of a plan agreed with your manager. 

Report to the Head of School (or in the case of an allegation concerning the Head of School, the 

Safeguarding LAB member): (as soon as possible)  Any behaviour or situation which may give rise to 

complaint, misunderstanding or misinterpretation against yourself.  Any difficulties that you are 

experiencing, for example, coping with a child presenting particularly challenging behaviour; situations 

where you anticipate that you may not be sufficiently qualified, trained or experienced to deal with or 

handle appropriately.  Any behaviour of another adult in the school which gives you cause for concern re 

breach of this code of conduct or other school policies and procedures.  

You should:  

• Never behave in a manner that could cause a reasonable person to question your conduct, 

intentions or suitability to work with other people’s children.  

 

• Never touch children in a manner which is or may be considered sexual, threatening, gratuitous or 

intimidating.  

 

• Never discriminate either favourably or unfavourably towards any child.  

 

• Never use social networking sites, apps, etc. to either post/discuss issues relating to Grange 

Academy or to contact students.  

 

• Ensure that online activity, both in school and outside school, will not bring my professional role or 

Grange Academy into disrepute and I will not correspond with students past or present on social 

networking sites.  

 

• Never develop ‘personal’ or sexual relationships with children.  
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• Never push, hit, kick, punch, slap, throw missiles at, smack or otherwise intentionally hurt a child or 

threaten to do so.  

 

• Never be sarcastic, embarrass or humiliate, make remarks or “jokes” to children of a personal, racist, 

discriminatory, intimidating or otherwise inappropriate* or offensive nature.  

 

• Never give or receive (other than ‘token’) gifts unless arranged through your HOD/Head of School 

for example, outgrown sports kit, football boots or uniform.  

 

• Never take photographs of children on any device not owned by the school.  

 

• Never allow, encourage or condone children to act in an illegal, improper or unsafe manner e.g. 

smoking or drinking alcohol.  

 

• Never behave in an illegal or unsafe manner, for example, speeding, being under the influence of 

drugs or alcohol, driving a vehicle which is known to be un-roadworthy or otherwise unsafe, or not 

have appropriate insurance, use a mobile phone whilst driving, fail to use seatbelts or drive in an 

unsafe manner whilst transporting children.  

 

• Never undertake any work with children when you are not in a fit and proper physical or emotional 

state to do so.  

 

Please note: It is the perception of the person subject to a remark or action rather than your stated intention 

that defines ‘appropriate’ or ‘inappropriate’.  

 

I ………………………………………………………………………………...............have read the above and agree to 

abide by the Safe Working Practice guidance contained therein.  

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

…………………………..………………….. 
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Appendix 15: 

Risk Assessment for Addison Park  

EDUCATIONAL VISIT – RISK ASSESSMENT (This form is to be used in conjunction with the Proposal Form 

for Educational Visit) 

Trip to:                                                                                                                          Addison Howard Park  

Activity: Forest School Activities 

Date:                                                                                                                  September 2020-July 2021 

Visit leader: Clare Breare 

 

Significant 

hazards identified 

at the site of the 

educational visit 

Who might be harmed 

and how?  

 

Safety Measures – measures that will be put in place and/or 

will be taken to reduce the risk to an acceptable level. 

Trips, slips, and falls 

 

(particularly in the 

children’s 

playground)  

Pupils and staff could 

sustain an injury   

• Appropriate staffing ratio for pupils on trip  

• First Aider on Class Trip 

• Staff and young people to wear appropriate footwear to 

minimise the risk of slipping or tripping.  

• Young people given clear boundaries as to the area they 

can access.  

• Trails and paths to be routinely monitored for obstacles or 

potential dangers such as falling branches.   

• First Aid kit carried  

• Staff carry phones to contact 999 ambulance service if 

required 

 

Challenging 

behaviour and 

anxiety 

Staff or other pupils 

could get hurt by a pupil 

exhibiting challenging 

behaviour due to 

anxiety  

• Appropriate staffing ratio for pupils on trip  

• All staff are familiar with pupils on class trip  

• Staff are Team Teach Trained.  

• Positive reward systems in place to promote good 

behaviour  

• Individual pupil risk assessment 

• Social Stories used prior to trip to prepare pupils for trip out 

and reduce anxiety. 

• Staffed briefed prior to outing   

• School is only a short walk away  

• Staff carry phones  

• Young people to be given clear guidelines as to what 

behaviour is and is not acceptable during each activity.  

• All young people to have completed an Essential 

Information sheet advising of any specific risk. 

•  Activity to be stopped if the behaviour of any young 

people make it unsafe. 

• Designated staff member to carry mobile phone during all 

activities. 

 

Stranger danger  

Pupils have limited 

understanding of how to 

stay safe and are very 

vulnerable  

• Pre-teaching of strangers and safer strangers  

• Appropriate staffing ratio for pupils on trip  

• Staff carry phones to contact school/police if required 

Getting lost or 

absconding  

Pupils may get lost or 

abscond  

• Appropriate staffing ratio for pupils on trip  

• Pre-teaching of safety –pupils learn to approach a safer 

stranger  

• Regular head counts of pupils  

• Staff carry phones to contact 999 ambulance service if 

required 

 

Accessing Addison 

Park 

Road dangers, traffic 

hazards 

• Children are familiar with safe walking procedures.  

• Staff will give instructions, such as single file walking, paired 

walking where applicable.   



 

Page 88 of 150 

 

• During progressive sessions children are gaining skills in 

performing risk assessments and will become more aware 

of dangers of moving about on site.  

• First Aid kit carried by designated staff member.  

Hazards 

associated with 

the activities at 

the site  

Who might be harmed 

and how?  

Safety Measures 

 

Playground 

equipment could 

be hazardous e.g. 

swings hitting pupil 

who is unaware  

Pupils and staff could 

sustain an injury   

• Appropriate staffing ratio for pupils on trip  

• First Aider on Class Trip  

• First Aid kit carried  

• Staff carry phones to contact 999 ambulance service if 

required 

 

Unfamiliar flora and 

fauna 

Pupils and staff could 

sustain an 

injury/potential for 

ingestion 

• Appropriate staffing ratio for pupils on trip  

• Identification Kits for flora and fauna 

• Pre-teaching of safety –pupils learn to approach new 

plants and trees respectfully and cautiously 

• FS leader to be in possession of Grange Academy 

identification document (Appendix 24) 

 

Exploring the site: 

uneven ground, 

eyelevel branches. 

Bruises and grazes from 

trips and falls. 

Eye injuries 

• Awareness talks. 

• Remove dangerous eye level branches on frequented 

paths 

 

Falling branches. 

Concussion, scratches, 

falling over bruises. 

• Training given and correct procedures adhered to 

including safe distances 

• Always supervised.  

 

Wasps, bees, 

insects and plants 

that sting 

Bites and stings from 

bees/wasps/insects and 

stinging nettles. 

• Warn not to catch bees/wasps/insects and be aware of 

stinging nettles.  

•  Long trousers and closed footwear to be worn.  

• Nettles to be cleared/avoided.   

• Young people may bring their own insect repellent at their 

own risk.  

• All young people to have completed an Essential 

Information sheet advising of any known allergic reactions 

to insect bites and stings.  

• First Aid kit carried by designated staff member. 

 

Mushrooms and 

fungi 

Ingestion/skin contact  • Ensure children do not eat anything they find and keep 

their hands out of their mouths and wash them thoroughly 

after the session. Obvious mushrooms to be cleared away. 

• Wellies and long trousers to be worn; gloves can be 

encouraged 

 

Poisonous Plants 

Ingestion or skin contact • Site to be inspected prior to sessions, staff to be aware of 

poisonous plants and children not to pick anything that’s 

living and growing, keep fingers out of their mouths. 

• Wellies and long trousers to be worn; gloves can be 

encouraged 

 

Natural materials for 

play in Addison 

Park 

Building dens or other 

activities using sticks and 

branches – risk of sharp 

objects. 

• Children to be aware of dangers and carry or hold sticks 

carefully being aware of others around them.  

• Appropriate staffing ratio for pupils on trip  

• Awareness talks. 

• Injuries or accidents to be dealt with accordingly 

 

Public natural 

space 

Animal droppings • Appropriate staffing ratio for pupils on trip  

• Awareness talks. 

• Children to be made aware not to touch or pick up any 

animal droppings. Hands to be cleaned and anti bac gel 

to be used.   
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Unfamiliar trees and 

shrubs 

Sharp branches and 

thorns 

• Children to be aware, any cuts or injuries to be dealt with 

on site. Larger cuts / more serious injuries to be dealt with in 

school. In the event of severe injuries 999 to be called. 

 

Unknown plants, 

animals, insects, 

trees etc. 

Allergic reaction • All young people to have completed an Essential 

Information sheet advising of any known allergic reactions.  

• Young people to bring along appropriate medication 

prescribed to them.  

• First Aid kit carried by designated staff member.  

 

Eating, mouthing or 

drinking from 

foraging or finding 

Infection, specifically 

through consumption. 

• Young people must not eat or drink whilst engaged in 

activities.  

• Young people must not eat anything they find in the 

woodland without checking with staff.  

• Young people must wash their hands before consuming 

any food or drink.  

• Hand wipes and sanitiser to be provided 

• Young people must avoid putting their hands near or in 

their mouths without cleaning them.  

• First Aid kit carried by designated staff member.  

 

Building shelters Using natural materials 

at a height, use of rope 

• Participants are taught safe and effective knots as part of 

the Forest School Process  

• Rope is made in a bright colour (e.g. blue) so it stands out 

in the woodland environment, or hazard tape attached to 

guy ropes to ensure they are visible.  

• All participants, helpers and practitioners are involved in 

setting up shelters at “camp” so are aware of their 

location  

• Majority of shelters made using light weight tarpaulin   

• f high winds occur and shelters look unstable, they will be 

taken down or session will be terminated  

• First Aid kit carried by designated staff member. 

 

Pupil specific 

hazards 

Who might be harmed 

and how?  

Safety Measures 

 

Group dependent -  See Individual Risk Assessments 
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Appendix 16: 

Forest School: Policy and Procedure for disposal of food, litter and wastewater 

 
Reviewer: Catherine Assink (Head of School)  

Reviewed: September 2019  

Approved by Local Advisory Board (LAB):  September 2019  

Due for review: September 2020 

 

Forest School Policy and Procedure for disposal of food, litter and wastewater 
It is inevitable when we are using open fires, preparing and cooking food as part of our Forest School 

activities, that a certain amount of waste will be produced.  In order to minimise our own impact and to 

embed good practice the following procedures have been adopted: 

• Bin bags should be carried on all forest school activities 
o If there are recyclable materials amongst the waste, it is best to sort them at this stage so they can be 

placed in the relevant recycling bin. The school currently has bins for paper/card and mixed waste 

recyclables, this includes glass, tins and plastics. 

 

• Concentrate any activity which is likely to generate waste into one area 
o Putting a hardy tarp on the floor, can help to avoid waste becoming lost in the leaf litter.  

 

• Take all litter and food waste away from site to 
o Ensure it is disposed correctly when arriving back in school. 

 

• Do not waste water 
o Water is likely to be used for food preparation and for cleaning.  

o Water that has simply been used for rinsing uncooked fruit or vegetables can effectively be disposed of on 

site, with minimal environmental impact.  
▪ Choose an area away from the working area and away from any open water courses.  

▪ There is no open water on our site. 

o Once it becomes, what is often described as, grey water through contamination with soaps and food stuffs 

it needs to be disposed of more carefully. 
▪ Where possible wipe and rinse rather than washing fully on site and then wash fully once you have returned to 

school. 

▪ Where it is necessary to reuse utensils then on a site such as ours it should be possible to return the grey water to 

the school building and dispose of it in the normal way. 
 

• Good Fire Management 
o As is outlined below good management of a fire should help to reduce the amount of potential waste that 

is used.  

Using a permanent site for the campfire can help to minimise the amount of impact.  

This can be reduced further by using a fire pan. 

 

Summary of procedures for the Grange Academy Forest School Area: 

• Carry bin bags on each visit. 

• Sort on site and recycle where possible. 

• Remove all waste generated by the group along with any other litter found whilst on site. Leave the 

site better than you found it 

• Minimise water use. 

• Transport grey water off site and dispose of in the normal way. 
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• Clear cold ashes and small coals for disposal on the compost heap. 

• Stack any unused or part burnt firewood for use by future learners. 

Appendix 17: 

Managed Fire Risk Assessment  

Supervised lighting of small fire for cooking or making, supervised lighting of Kelly Kettles 

Hazard / 

Risk 

 

Who might 

be harmed? 

Safety Measures  

 measures that will be put in place and/or will be taken to reduce the risk 

to an acceptable level. 

Burns and/or 

scalds 

Children &  

Adults 

• Safety talk given.  

• Well defined fire area with practiced procedure for entering and 

leaving it.  

• Keep area clear of obstacles.  

• ‘No running’ policy in vicinity of camp fire 

• Water/first aid kit kept close to hand.  

• Fire not to be left unattended by adult.  

• Fire gloves available for those working with the fire. 

• Fire extinguished once activity completed.   

• Check understanding with individuals. 

• Any child behaving inappropriately will be asked to leave the fire area.  
Smoke 

inhalation 

 

Children 

Staff  

 

• Safety briefing,   

• Fire management 

• Use appropriate material for fire. 

• Take account of wind direction and weather conditions.  

• Where known asthma sufferers are present ensure inhalers and 

medications are present on site.  
Setting fire to 

surroundings 

Children 

Staff 

• Use designated site  

• Appropriate management of fire 

• Take stock of weather and ground conditions,  

• Ensure means of extinguishing fire is available 

• In the event of a grass fire ensure children who are most at risk from 

smoke inhalation are positioned away from potential smoke path.  
Explosion Children 

Staff 

• No flammable liquids are to be used to light or accelerate fires. 

• No containers or rocks to be placed on fire 

• Remove cork from Kelly Kettle if being used.  
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Appendix 18: 

Shelter and Den Building Risk Assessment  

Hazard / Risk 

 

Who might be 

harmed and how ? 

Safety Measures  

 measures that will be put in place and/or will be taken to 

reduce the risk to an acceptable level. 

Lifting Injury 

 

Risk of cuts, grazes 

and splinters. 

Muscular injuries. 

 

Children &  

Adults 

• Children given guidance and taught how to safely lift, carry 

and transport materials.  

• Safety talk given with regards to size of materials used. 

• Use only natural materials found on the ground for frames 

plus string or rope.  

• Gloves available  

• Appropriate footwear and clothing to limit likelihood of 

tripping, slipping or becoming snagged.    

• Check understanding with individuals. 

• Any child behaving inappropriately will be asked to leave 

the fire area.  
Shelter Falling 

Down 

 

Risk of head Injury 

fractures, cuts and 

bruises 

 

Children 

Staff  

 

• Participants taught appropriate building techniques. 

• Participants taught safe and effective knots as part of their 

Forest School lessons. 

• Safety talk given with regards to size of materials used. 

• Mainly use light tarpaulins to provide frame cover, Natural 

materials may also be used but it will not generally be 

sustainable on the site. 

• During high winds occur and shelters look unstable, they will 

be taken down or session will be terminated 

• Direct adult supervision if required  
Ropes and 

string.  

Possibility of 

strangulation or 

choking where 

suspended 

between trees. 

Rope burns. Trips 

and falls leading to 

fractures, bruises or 

sprains. 

 

Children 

Staff 

• Participants taught safe and effective knots as part of their 

Forest School lessons. 

• Avoid ropes across pathways. 

• Use rope of a bright colour to increase visibility in the 

woodland, or high visibility tape attached to guy ropes to 

ensure they are visible. 

• In the event of a grass fire ensure children who are most at 

risk from smoke inhalation are positioned away from 

potential smoke path. 
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Appendix 19: 

Collecting Natural Materials Risk Assessment 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hazard / Risk 

 

Who might be 

harmed? 

Safety Measures  

measures that will be put in place and/or will be taken to 

reduce the risk to an acceptable level. 

Inappropriate 

footwear and 

clothing. Slips, trips 

and snagging. 

Adults and 

children 

• Participants advised before starting Forest School sessions 

with regard to suitable clothing and footwear. 

• Before going on site participants checked. 

• On site advice with respect to particular activities, for 

example, fastening open coats when using bow saw etc. 

 

Lifting and carrying. 

Risk of back injury, 

muscle strain injury  

 

Adults and 

children 

• Participants taught appropriate lifting and carrying 

techniques, leader to model, prior to activity. Participants 

subsequently asked to model techniques. 

• Encourage participants to work together. 

• Encourage participants to consider appropriate routes that 

avoid obstructions. 

• Discuss spatial awareness especially prior to carrying longer 

materials. 

 

Collecting firewood / 

building materials. 

Risk of splinters, 

thorns cuts and 

grazes 

Adults and 

children  

 

• Participants made aware of risks. 

• Identification of thorn bearing plants. 

• Work gloves available. 

 

Stinging and or 

poisonous plants.. 

 Adults and 

children  

 

• Leader aware of location of main source of stinging plants 

and able to make participants aware. 

• Awareness of any known allergies or reactions amongst 

group. 

• General rule of not eating things found on site and hand 

washing after handling materials. 

 

 

Bug hunting – Risk of 

bites, stings, allergies 

when handling 

insects 

Adults and 

children 

• Check for any known allergies before commencing 

activities. 

• Handling of insects kept to minimum with use of appropriate 

equipment e.g. nets and pots. Focus on observation. 
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Appendix 20:  

Rope and String Risk Assessment  

Hazard / Risk 

 

Who might be 

harmed? 

Safety Measures  

measures that will be put in place and/or will be taken to 

reduce the risk to an acceptable level. 

Visibility  

 

Children &  

Adults 

• Brighter coloured rope and string used if possible 

otherwise high visibility tape attached to increase 

visibility.  
Tripping Children 

Staff  

 

• Bright coloured rope or tape used as described above. 

• When using rope participants will be taught to avoid 

placing them where people can trip over them. 

• Participants taught how to store and carry rope and 

string.  
Catching neck 

 

Children 

Staff  

 

• As above. 

• Avoid putting ropes or strings at head height wherever 

possible.  
Entanglement Children 

Staff  

 

• Ropes and string to be stored and carried correctly. 

• Any excess rope or string to be secured.  

Rope Burn  

 

Children 

Staff  

 

• Gloves available when rope is being used to pull 

something. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 21: 

Blindfold Risk Assessment  

Blindfolds have many uses in the forest school setting.  One of the simplest activities is using a blindfold to 
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heighten the awareness of sound with a seated child. However, they may also be used for activities that 

involve a greater level of movement and therefore risk. 

Hazard / Risk 

 

Who might be 

harmed and how? 

Safety Measures  

measures that will be put in place and/or will be taken to 

reduce the risk to an acceptable level. 

Trips and slips. 

Collisions and 

bumps into 

people and 

objects. 

Bumps, cuts, bruises 

and falls  

 

Children &  

Adults 

• Site chosen for activity carefully.  

• Discuss the risks posed by wearing a blindfold with the 

group. 

• Model how to guide or supervise (if they are following a 

line) someone. 

• Explain to group to investigate items gently. 

• Tell them there may be rough or sharp parts so move 

slowly. 

• Monitor and observe activity closely. 

• Group must be made aware of the dangers and 

considerations of leading someone who is blindfolded  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 22: 

Tree Climbing (and activities where individuals are off the ground) Risk Assessment  
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Hazard / Risk 

 

Who might be harmed 

and how? 

Safety Measures  

measures that will be put in place and/or will be taken to 

reduce the risk to an acceptable level. 

Fall from tree  Risk of possible 

fractures, bruising cuts 

or scratches  

 

Children &  

Adults 

• Height limit set. 1.5 to 1.8m.  

• Only one person in tree at a time.. 

• Immediate area below tree to be cleared of loose 

material such as branches or rocks. 

• Appropriate footwear and clothing to limit likelihood of 

slipping or becoming snagged. 

• Before climbing individuals to assess suitability of tree.    

• If children choose to climb a tree they must be 

confident they can get down unaided.  

• Ropes not to be used in trees. 

• No climbing during high winds or wet weather. 

• During first sessions children to identify trees and discuss 

suitability for climbing with leader.  

• Children behaving inappropriately will be asked stop 

climbing.  
Branch breaking  Risk of falling  resulting 

in possible fractures, 

bruising cuts and 

scratches. 

 

Children 

Staff  

 

• Before climbing individuals to assess suitability of 

branches to bear weight. 

• One child in a tree at a time. 

•  No climbing during high winds or wet weather. 

• Leader to discuss how to spot trees or branches to 

avoid.  

Hammocks  Fall climbing in or out 

of hammock. 

 

Children 

Staff  

 

• Identify suitable site. 

• Adult to supervise positioning hammock. 

• Ensure ground below hammock is clear. 

• Model how to climb in and out of hammock safely. 

• Ensure group are aware not to push people when they 

are in hammock.   
Activities where 

participants are 

lifted and or 

carried (These 

may be 

undertaken as 

part of team 

building 

exercises.) 

 

Risk of slips and trips 

resulting in fall and or 

dropping of person 

being carried 

 

Children 

Staff  

 

• Lifting procedures modelled then supervised. 

• Chosen area for task flat and free of obstacles under 

foot.  

• Trip hazards removed 

• Any equipment used suitable for task. 

 

 

 

 

 

 

 

Appendix 23: 

Forest School Equipment Register 
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Tools and equipment must be signed in and out of each session. All equipment should be returned cleaned, 

and within is protective items if it has one. Please notify the Forest School Leader of any losses, damages or 

breakages. Tools should be maintained (deep clean, oiled, sharpened) at least once a term or more 

frequently with heavy use (see individual Tool Reference Cards for cleaning and maintenance instructions). 

Equipment Date taken out Date returned Comments and 

initials  

Maintenance 

notes 
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Appendix 24: 

Individual Tool Reference Cards  

  

 

Notes for Tool Maintenance 

Info:  

Sharpening Stones 

• Oil stone: coarse and fine 

• Combination stone: should be used with a light oil e.g. ‘3 in 1’. 

• Axe stone: is also combination but has medium one side and fine the other 

• Canoe stone: is a medium stone for sharpening billhooks and slashers 

• Cigar stone: is a coarse stone for sharpening curved tools such as billhooks  

Sharpening Edged Tools 

What Honing @Forest School Grinding 

1) Grinding is a 

workshop activity 

using a machine 

sandstone, bench 

grinder or file.  

 

2) Honing is done 

with a stone and may 

be carried out in 

workshop or in the 

field. 

Sharpening:  

Running the file or stone towards the 

edge or by running the file or stone 

away from the edge. 

Safety: 

• Leather gloves 

• Clamping the tool in a vice 

enables both hands to be free.  

• A file cuts on the forward stroke 

only and should be lifted off on 

the return stroke. 

How to: 

• Ensure tool is clean and 

free from grit before 

use. 

• Lubricate stone with 

vegetable oil or water 

• Use a rag to wipe 

away any surplus oil 

from the stone or 

blade. 

Machine sharpening: 

machine sandstones or bench 

grinders 

Safety: 

• Goggles  

• Gloves  

• Operators should have 

received general safety  

• Operators should have 

received specific training for 

tool grinding 

Specific Tools and Sharpening: 

Billhook 

 

Slasher 

• Sharpen with a coarse file and then hone with a fine canoe stone.  

• Sharpen with diagonal strokes of the file or stone, stroking away from the edge and lifting on the 

return stroke.  

• Work diagonally one way and then return in the opposite direction.  

• Turn the blade over (if two sided) and repeat on the other side. 

• Periodically examine your work to check for uniformity and angle of the sharpened edge. 

Axes  • Sharpened using a circular grinding motion; preserving the round cheeked profile of the blade. 

Secateurs  
 

• Can be sharpened without dismantling. 

• Only the outer edges of the cutting blade should be sharpened.  

• Use a small circular action with the stone, starting with a medium grade flat stone and finishing with 

a fine flat stone.  

• Check that the screw and locknut are tight and secure. 

Loppers 

  

Shears 

• Can be sharpened without dismantling. 

• Only the outer edges of the cutting blade should be sharpened.  

• Use a small circular action with the stone, starting with a medium grade flat stone and finishing with 

a fine flat stone.  

• Check that the screw and locknut are tight and secure. 

Bow saw blades  
• Do not require sharpening but need to be replaced at a time period appropriate for the amount of 

work carried out by these tools. 

General Tool Maintenance 
• Clean tools immediately after use. 

• Tools must always be cleaned before they are put away.  

• Wipe dry clean blades with oiled rag before storage. 

• Handles can be wiped with rag & linseed oil. 

• General oiling can be done with vegetable oil. 

• Periodically check tools for signs of damage to prevent breakages in the field. 

• Axes and billhooks to be immersed in water for a few hours before use to ensure that the heads are not loose. 

Remember: 
• Never drive the tool into the ground  

• Avoid using edge tools on muddy wood/material. 

• Keep tools wrapped to protect them and never put them away wet 

• Check handles regularly to ensure they are tight and not split. 

• Never hit edge tools, even the back, with anything steel, use only wood. 

• Wooden handles should only be hit with wooden mallets. 

Transportation: 
• All tools with a sharp edge should be transported in such a way that the edges are protected.  

• Strong Hessian sacks are useful for protecting sharp edges 

• Bowsaws should have their blade guards fitted 

• Ensure 1st Aid kit it last in and first out to ensure accessibility at all times. 

• Toolkits should have an inventory and be counted out and in after use. 



 

Page 99 of 150 

 

Butter knife and fixed blade potato peeler 
 

   
 

Annotate  Handle, blade 

Use  Whittling small soft sticks, peeling bark or cut string 

How Blade facing away from you on the outside of your wood. Sit or stand comfortably and 

securely. Lock elbows in to body and work the blade moving away from you. Check you 

have enough personal space to work safely. 

Check Blade secure 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Hold blades in gloved hand next to leg with handles facing downwards 

Pass  Hold blades in gloved hand and offer handles to other person 

Placed On a clear space/tool mat where it will not hit other hard objects with handles facing 

forwards and the blade facing behind 

PPE Glove on non-working hand, long trousers, (preferably over trousers/overalls) working 

boots. 

Gloves  No gloves on tool 

Maintenance Use stick to clear out any wood in the blade of the peeler. Periodically wash and clean 

off sap from blade, keep blade sharp by honing with wet or dry sharpening stone. 

Cleaning  Use cloth and gun oil to ensure all dirt and moisture is off the blade. 

Storage  Store in large water proof and air tight container 

Tool 

Talk/Script 

•This is a stick peeler. 

•This is the handle. 

•This is the cutting edge. 

•I stand with it like this. 

•I walk with it like this. 

•I hold the stick peeler like this. 

•I always use it 1 arm and a tool length away from other users. 

•When I am using it I always use it on the outside of my body and away from me 

•When whittling I wear a glove on my helper hand. 

•When I am not using it I place it on the ground with the handle facing forwards and the 

blade pointing in. 

•When I have finished using it I put it in the place or box that is provided. 
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Woodlander/Pull saw 
 

 
 

Annotate  Handle, blade, hinge, lock. 

Use  Cutting anything up to approximately 4 inches max; cutting green and dead wood 

up to about 10cm+ depending upon size of blade. 

How Secure wood lengths before sawing. To start, hold the handle and pull blade toward 

you creating groove. Push and pull the whole length of the blade. Cuts mainly on the 

pull and a little on the push.  

Check  Blade is secure and sharp, hinge secure, lock works. 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Fold blade away from you until 90 degrees, rest, then make sure fingers away from 

the groove in handle and close blade into handle. 

Pass  Keep blade facing down, hold top of the tool and turn handle towards other person 

Placed After closed, place in pocket or return to the tool box 

PPE Glove on non-working hand. Close fitting glove on working hand if required. Long 

trousers (preferably overtrousers/overalls), working boots. 

Gloves  No gloves on tool, glove on non-saw hand 

Maintenance Keep blade in handle when in storage. Oil blade and hinges. When blade gets blunt 

replace with a new one. 

Cleaning  Use cloth and gun oil to ensure all dirt and moisture is off the blade. 

Storage  Store in large water proof and air tight container 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 101 of 150 

 

Bush Craft Knife 

 
Annotate  Handle, blade, hinge (folding types), lock 

Use  Whittling small soft sticks, peeling bark or cut string 

How Blade facing away from you on the outside of your wood. Sit or stand comfortably and 

securely. Lock elbows in to body and work the blade moving away from you. Check you 

have enough personal space to work safely. 

Check Blade secure, hinge secure, locking device functions 

Stand Sheath until hearing a click. Stand holding the handle with the blade facing down. 

Walk Sheath until hearing a click. Stand holding the handle with the blade facing down. 

Pass  Holding sheathed part, offer handle to other person. 

Placed Sheath until hearing a click and place next to you with the handle facing forwards and 

the blade inwards. 

PPE Glove on non-working hand, long trousers, (preferably over trousers/overalls) working 

boots. 

Gloves  No glove on tool hand. A glove can be worn on the helper hand. 

Maintenance Use stick to clear out any wood in the blade of the peeler. Periodically wash and clean 

off sap from blade, keep blade sharp by honing with wet or dry sharpening stone. 

Cleaning  Use a cloth and oil to remove dirt and moisture from the blade 

Storage  Store it a waterproof toolbox or container. Check the tool is clean and dry before storing 

and ensure the sheath is covering the blade. 

Tool 

Talk/Script 

• This is a fixed blade knife.  

• This is the handle.  

• This is the cover.  

• I take the cover off like this.  

• This is the blade.  

• This is the cutting edge.  

• When I have finished with the knife I put the cover back on like this.  

• I stand with the knife like this.  

• I walk with the knife like this.  

• I pass the knife like this.  

• When I use the knife I use it two arms and a tools length away from anyone except my 

partner like this.  

• I use the knife to cut cord and to whittle.  

• I have bare hands on the tool.  

• I have a glove on my helper hand.  

• When I am not using the knife I put it down with the handle facing forwards and the 

blade facing inwards.  

• When I have finished with the knife I put it in the designated place or in the toolbox 

provided. 

 

 

 

 

 

 

 

 

 

https://i1.wp.com/forestschoolportfolio.com/wp-content/uploads/2016/04/mora-companion.jpg


 

Page 102 of 150 

 

Billhook 

 
Annotate  Handle, cutting edge. 

Use  

 

Splitting green wood, stripping poles of side branches, hedge laying, coppicing. 

How Log to be split is placed on secure surface, billhook is placed on 

top and hit with a wooden mallet.  One person should hold the bill hook with one hand 

firmly on the handle and pinching the hook with the other. The blade should be placed 

at the top of the log to be split. The second person will use a mallet or piece of wood to 

strike the top of the bill hook and drive the blade into the wood. 

Check  Handle is not loose. 

Stand Stand with the hook next to your leg with the blade facing down and the hook facing 

forward. 

Walk Walk with the hook next to your leg with the blade facing down and the hook facing 

forward. 

Pass  With the hook and blade facing down hold the top of the tool and pass the handle 

towards the other person. 

Placed On the floor on top of it's sheath. Hook and blade facing inwards and handle facing 

forwards. 

PPE Glove on non-working hand, long trousers (preferably over trousers/overalls), steel toe 

cap boots 

Gloves  Gloves No gloves are worn when using a bill hook. 

Maintenance Periodically wash and clean off sap from blade, keep blade sharp by honing with wet or 

dry sharpening stone.  

Cleaning  Use a cloth and oil to remove dirt and moisture from the blade. 

Storage  Store it a waterproof toolbox or container. Check the tool is clean and dry before storing 

and ensure the sheath is covering the blade. 

Tool 

Talk/Script 

• This is a bill hook.  

• This is the handle.  

• This is the cover.  

• I take the cover off like this.  

• This is the blade.  

• This is the cutting edge.  

• When I have finished with the bill hook I put the cover back on like this.  

• I stand with the bill hook like this.  

• I walk with the bill hook like this.  

• I pass the bill hook like this.  

• When I use the bill hook I use it two arms and a tools length away from anyone except 

my partner like this.  

• I use the bill hook to cleave (split) wood.  

• I have bare hands on the tool.  

• When I am not using the bill hook I put it down with the handle facing forwards and the 

hook and blade facing inwards.  

• When I have finished with the bill hook I put it in the designated place or in the toolbox 

provided. 

 

 

 

 

 

 

https://i1.wp.com/forestschoolportfolio.com/wp-content/uploads/2016/04/billhook-2.jpg
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Bowsaw 

 
Annotate Handle, blade, blade clip 

Use  Cutting wood thicker than a two pence piece; Used for cutting green and dead wood 

(blades differ for each type) up to a size determined by the limitations of the handle size 

How Use stepped cuts for standing live wood. Secure wood lengths before sawing. Use three 

backward cuts (with hand through blade) to start the cut. With a partner, saying “to me 

to, to you” to get a rhythm of forwards and backward motion, then allowing the other to 

pull. Can be used individually with someone supporting the log so it stays firm. Cuts on 

the push and pull. 

Check Blade is secure and sharp 

Stand Stand with the saw next to your leg with the blade facing down. 

Walk Walk with the saw next to your leg with the blade facing down. 

Pass  Keep the blade facing down, turn the handle to offer to the other person. 

Placed Beside you: On a clear space/tool mat where it will not hit other hard objects with blade 

facing in and handle facing out or leaning against a nearby tree. 

PPE Glove on non-working hand. Close fitting glove on working hand if required. Long 

trousers (preferably overtrousers/overalls), working boots.  

Gloves  No gloves on the tool hand. Glove on the helper hand. 

Maintenance Difficult to sharpen due to shape of cutting edge. Keep spare blades in toolbox in case 

one needs changing. When blade gets blunt replace with a new one. Replace 

damaged or lost blade guards. 

Cleaning  Use a cloth and oil to remove dirt and moisture from the blade. 

Storage  Store it a waterproof toolbox or container. Check the tool is clean and dry before storing 

and ensure the sheath is covering the blade. 

Tool 

Talk/Script 

• This is a bowsaw.  

• This is the handle.  

• This is the cover.  

• I take the cover off like this.  

• This is the blade.  

• This is the cutting edge.  

• When I have finished with the bowsaw I put the cover back on like this.  

• I stand with the bowsaw like this.  

• I walk with the bowsaw like this.  

• I pass the bowsaw like this.  

• When I use the bowsaw I use it two arms and a tools length away from anyone except 

my partner like this.  

• I use the bowsaw to cut wood bigger than a two pence piece.  

• I have bare hands on the tool.  

• I have a glove on my helper hand.  

• When I am not using the bowsaw I put it down with the handle facing forwards and 

the blade facing inwards.  

• When I have finished with the bowsaw I put it in the designated place or in the toolbox 

provided. 

 

 

 

 

 

 

https://i0.wp.com/forestschoolportfolio.com/wp-content/uploads/2016/04/bowsaw.jpg
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Secateurs 

 
Annotate Handles (grips), hinge, pivot nut, cutting edge, securing mechanism & spring 

Use  Cutting anything smaller than a 2 pence piece; small branches up to 2.5cm diameter 

approx. 

How Open safety catch and use like scissors, using gloved hand to keep wood/vine/small 

branch sturdy. Use length of handles to give maximum leverage, put wood to be cut as 

close to the hinge as possible, be aware of your own working space being clear of 

obstructions / trip hazards etc. Make sure area to be cut is clear of people. 

Check Grips are not damaged or loose, cutting edge is clean, hinge free to open and close 

and secure, securing mechanism works 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Close and lock safety catch, hold blades in gloved hand next to leg with handles facing 

downwards 

Pass  Hold blades in gloved hand and offer handles to other person 

Placed Close and lock safety catch and place in pocket or return to the or designated place 

PPE Gloves on non-working hand, long trousers (preferably over trousers/overalls ), working 

boots. 

Gloves  No gloves on tool, glove on non-saw hand 

Maintenance Periodically wash and clean off sap from blade, keep blade sharp by honing with wet or 

dry sharpening stone or sharpen using diamond sharpening kit or similar. 

Cleaning  Use cloth and gun oil to ensure all dirt and moisture is off the blade. 

Storage  Store in large water proof and air tight container 
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Loppers 

 
Annotate Handles (grips), shaft, hinge, pivot nut, cutting edge 

Use  Cutting wood thinner than a two pence piece;  branches up to 7cm diameter approx. 

How Open safety catch and use like scissors. Use length of shaft to give maximum leverage, 

put wood to be cut as close to the hinge as possible, be aware of your own working 

space being clear of obstructions / trip hazards etc. Make sure area to be cut is clear of 

people. When cutting above head height a hard hat may be necessary. 

Check  Grips are not damaged or loose, extension locks (if present), 

cutting edge is clean, hinge free to open and close and secure 

Stand Stand with one hand on the bottom arm, one on the top arm and the blade facing 

forwards. 

Walk Walk with one hand on the bottom arm, one on the top arm and the blade facing 

forwards. 

Pass  Hold centre of arms and offer handles to other person. 

PPE  Gloves, long trousers (preferably overtrousers/overalls), working boots. 

Placed On the floor next to you with the handles facing forwards and the blade behind you. 

Gloves  No gloves are worn when using loppers. 

Maintenance Periodically wash and clean off sap from blade, keep blade sharp by honing with wet or 

dry sharpening stone. 

Cleaning  Use a cloth and oil to remove dirt and moisture from the blade. Clean the cutting edge 

after use, close cutting edge before storing in tool bag. 

Storage  Store it a waterproof toolbox or container. Check the tool is clean and dry before storing. 

Check the safety catch is engaged. 

Tool 

Talk/Script 

• These are loppers. 

• This is the handle.  

• I take the cover off like this.  

• This is the blade.  

• This is the cutting edge.  

• When I have finished with the loppers I put the cover back on like this.  

• I stand with the loppers like this.  

• I walk with the loppers like this.  

• I pass the loppers like this.  

• When I use the loppers I use them two arms and a tools length away from anyone else.  

• I use the loppers to cut wood thinner than a two pence piece.  

• I have bare hands on the tool.  

• When I am not using the loppers I put them down with the handle facing forwards and 

the blade facing behind me.  

• When I have finished with the loppers I put them in the designated place or in the 

toolbox provided. 

 

 

 

 

 

 

 

 

 

https://i0.wp.com/forestschoolportfolio.com/wp-content/uploads/2016/04/loppers.jpg
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Rasps 

 
Use  Used for making grooves in wood or smoothing rough edges 

How Hold handle and use sawing motion forwards and backwards 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Hold handle beside leg with tool pointing to the ground. 

Pass  Offer handle toward other person 

Placed On a clear surface such as wooden block. 

Gloves  No gloves on tool holding hand, glove on other hand 

Maintenance Keep dry and protected from banging into other hard objects 

Cleaning  Brush with soft metal brush 

Storage  Store in large water proof and air tight container 

 

Panel Saw 

 
Use  Cutting seasoned wood. Generally wood like ply board or square timber. 

How To start, hold the handle and pull blade toward you creating groove. Push and pull the 

whole length of the blade. Cuts on the push. 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Place into cover, hold covered part with handle facing downwards and blade facing 

backwards 

Pass  Keep blade facing down, hold top of the tool and turn handle towards other person 

Placed On a clear space/tool mat where it will not hit other hard objects with handle facing 

forwards and the blade facing inwards or return to the designated place 

Gloves  No gloves on tool, glove on non-saw hand 

Maintenance Keep blade covered when in storage. 

Cleaning  Use cloth and gun oil to ensure all dirt and moisture is off the blade. 

Storage  Store in large water proof and air tight container With a protective sheath/ cove 
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Japanese pull saw (large toothed version) 

 
Use  Cutting anything smaller than a 50 pence piece. For fine and clean cuts. To use on 

seasoned wood. 

How To start, hold the handle and pull blade toward you creating groove. 

Push and pull the whole length of the blade. Cuts on the pull only. 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Hold next to leg with blade facing backwards 

Pass  Keep blade facing down, hold top of the tool and turn handle towards other person 

Placed On a clear space/tool mat where it will not hit other hard objects with handle facing 

forwards and the blade facing inwards or return to tool box 

Gloves  No gloves on tool, glove on non-saw hand 

Maintenance Keep blade covered when in storage. 

Cleaning  Use cloth and gun oil to ensure all dirt and moisture is off the blade. 

Storage  Store in large water proof and air tight container With a protective sheath/ cove 

 

Hand drill 

 
Use  Drilling through discs, drift wood and other thin pieces of wood 

How Secure wood.  Choose appropriate sized bit.  Place bit into wood, apply pressure onto 

top handle and rotate moving handle of drill clockwise. Using lip and spur bits 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Hold handle next to leg with bit facing backwards 

Pass  Hold the wheel and offer the handle to other person 

Placed On a clear space/tool mat where it will not hit other hard objects/surface with handle 

facing forwards or return to designated place 

Gloves  No gloves on tool 

Maintenance Oil cogs with WD-40 weekly 

Cleaning  Remove bit and blow out any dust caught in bit holder.  Use cloth and gun oil to ensure 

all dirt and moisture is off the tool. 

Storage  Store in large water proof and air tight container 
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Brace and bit 

 
Use  Drilling holes through logs of 0.3-2 inches wide 

How Place bit into wood, apply pressure onto handle and rotate arm of brace clockwise. 

Avoid bending lead screw, Using auger bits with a lead screw. 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk If using a seasoned wood cover, twist into cover and hold handle next to leg.  If not, 

then hold handle with bit facing downwards 

Pass  Hold just above the bit and offer the handle to other person 

Placed On a clear space/tool mat where it will not hit other hard objects/surface with handle 

facing forwards or return to designated place 

Gloves  No gloves on tool 

Maintenance Keep bit covered when not in use.  Suggestion: use a seasoned wood cover. Always 

protect the lead screw and cutters well. 

Cleaning  Use cloth and gun oil to ensure all dirt and moisture is off the tool. 

Storage  Store in large water proof and air tight container With a protective sheath/ cover 

 

Auger 

 
 

Use  Drilling holes through logs of .753 inches wide 

How With a partner, or in a group, place lead screw onto wood and move in a clockwise 

direction. Avoid bending lead screw.  Can be used on your own with someone 

supporting the work piece so it stays firm 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk If using a seasoned wood cover, twist into cover and hold handle next to leg.  If not, 

then hold handle with bit facing downwards 

Pass  Hold just below the handle and offer the handle to other person 

Placed On a clear space/tool mat where it will not hit other hard objects/surface with handle 

facing forwards or return to designated place 

Gloves  No gloves on tool 

Maintenance Some augers will already have a plastic cover for the end of the bit.  Alternatively use a 

seasoned wood cover. Always protect the lead screw and cutters well. 

Cleaning  Use cloth and gun oil to ensure all dirt and moisture is off the tool. 

Storage  Store in large water proof and air tight container With a protective sheath/ cover 
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Axe (small hatchet) 

 
Annotate Handle, axe head, poll or butt of axe head, curved cutting edge, axe 

eye 

Use  Cleave (split) wood or cutting , shaving or hewing rough wood. 

How When chopping with an axe always position yourself to the side of the 

blade’s arc. When whittling with an axe, ensure that you have a glove 

on the holding hand and that the hand is behind the face of the wood 

that is being whittled. When splitting wood place the axe head onto the 

round and strike with a wooden mallet. Do not use metal on metal. 

Check Ensure that the handle is secure in the axe head, check axe eye for 

damage 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Place cover on or hold handle just below blade next to leg with blade facing 

backwards. Carry at your side with blade sheath in place; some can be worn on 

belt. 

Pass  Keep blade facing down, hold top of the tool and turn handle towards other person 

Placed On a cover/sheath/tool mat with the blade facing inwards and the handle facing 

forwards 

PPE Gloves, long trousers (preferably over trousers/overalls), working boots. 

Gloves  No gloves on tool 

Maintenance Sharpen using sharpening stone and water after each session.  

Periodically wash and clean off sap from the axe’s cutting edge. 

Ensure that the bevel is sharp by honing with wet or dry sharpening 

stone. Always dry the axe thoroughly before storing. Ensure blade is covered when in 

storage 

Cleaning  Clean the axe blade after use; ensure that the head is dry before 

replacing the blade sheath and storing. Use cloth and gun oil to ensure all dirt and 

moisture is off the blade.  

Storage  Store in large water proof and air tight container With a protective sheath/ cover 
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Froe 

 
Use  Splitting/ cleaving wood 

How Hold blunt blade parallel to front of the body and use mallet to drive into wood.  As it 

splits, use handle as a leaver to split wood further.  Hold in a cleaving break if large log. 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Hold handle just below blade next to leg with blade facing backwards 

Pass  Keep blade facing down, hold top of the tool and turn handle towards other person 

Placed On surface with the blade facing inwards and the handle facing forwards, or return to 

designated place 

Gloves  No gloves on tool 

Maintenance Ensure handle is tightly fitted to blade 

Cleaning  Use cloth and gun oil to ensure all dirt and moisture is off the blade. 

Storage  Store in large water proof and air tight container 

 

 

 

 

 

Hammer 

 
Use  Hammering nails into wood 

How Hold at bottom of handle, tap nail until secured, then hit with flat surface of hammer on 

nail. Use back of claw hammer to pull bent nails out. 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Hold top of tool next to leg with handle facing downwards 

Pass  Hold top of tool and offer the handle to the other person 

Placed On surface with handle facing backwards.  Or return to designated place. 

Gloves  No gloves on tool 

Maintenance Keep returning to designated place 

Cleaning  Wipe with gun oil and cloth once a month to keep from rusting 

Storage  Store in large water proof and air tight container 
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Mallet 

 
 

Use  To provide a force to tools that split wood.  To hammer wooden pegs into ground. 

How Hold handle and hit froes, axes or gauges into wood. 

Stand Always use tools 2 arm’s length and a tool away from other people 

Walk Hold handle of tool next to leg with head facing downwards 

Pass  Hold top of tool and offer the handle to the other person 

Placed On ground or surface with handle facing backwards.  Or return to designated place 

Gloves  No gloves on tool 

Maintenance Remove any loose bits of wood 

Cleaning  No need to clean 

Storage  Store in large water proof and air tight container 

 

Clamps 

 
Use  Clamping wood to stabilise or secure it. 

How G Clamp: turn anti-clockwise to open, fit over wood and work bench, turn clockwise to 

tighten.  

Quick clamp: Squeeze trigger to release, fit onto wood and work bench, squeeze 

handle to tighten 

Stand Always use tools 2 arm’s length and away from other people 

Walk Hold top of tool with tool lengthways next to leg 

Pass  Hold movable parts and offer stable parts to other person 

Placed On flat surface or return to designated place 

Gloves  No gloves on tool 

Maintenance Spray moveable parts with WD40 once a month 

Cleaning  Wipe with gun oil and cloth once a month to keep from rusting 

Storage  Store in large water proof and air tight container 
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Kelly Kettle 

  
Use  Creating fire to boil water. 

How Note: The stopper is only to be used for transporting cold water.  

1) Remove protective stopper and fill up with water – do not boil water with stopper in 

place. 

2) Fill base with combustible material such as twigs, newspapers or dry grass. Then 

gently place the kettle on the base.  

3) Light fire through the hole(s) in side of the base and face into wind for extra draft.  

4) Insert additional fuel through the chimney (keep the twigs, etc small).  

5) When the water boils, use your two hands to grip the wire handle and hold it at an 

angle of 90 degrees to the main body of the kettle. Then lift the kettle clear of the 

base. NOTE: the wire handle will be cool to touch.  

6) Use handle and chain for pouring. 

Stand Always create a fire circle and keep a blood bubble’s distance. Be wary of the splat 

zone. Should adopt ‘respect position’ when feeding fire or moving Kelly Kettle on the 

ground. 

Walk Ensure both metal components are cold first. 

Use two hands to grip the wire handle and hold it at an angle of 90 degrees to the main 

body of the kettle. Then lift the kettle clear of the base. 

Pass  Do not pass to others. 

Placed The Kelly kettle must be placed on flat, clear ground 

Gloves  No gloves on tool; children may choose to use gauntlet glove when feeding flames. 

Maintenance Clean after every use and check for breaks/leakage regularly. 

Cleaning  Use clean water and a scrubber to remove ash and remnants. 

Storage  Do not store water in the kettle.   

Empty the kettle of all water after use and store in a dry location.  When in storage, the 

stopper should be left out of the spout to allow air circulate through the water chamber. 
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Palm Drill 

 
Use  Perfect as an introduction to tool use, and for children to practise the skill of drilling. 

How The hand/ palm drill should be used in pairs. The helper should hold the wood with 

gloved hand(s) on a flat surface, such as wood. This ensures that the drill bit is not 

damaged when it cuts through. The driller should identify the spot on the wood to be 

drilled. If using the hand drill, the driller should then hold the drill vertical and turn the 

handle forwards so that the drill bit spins on a straight vertical axis. The driller should 

reverse the rotation if the drill bit should become stuck and may need to blow some dust 

away from the hole, ensuring both people have turned away so as not to get dust in 

their eyes. They should both be careful not to touch the drill bit immediately after drilling 

as it may become hot. If using the palm drill, the driller should lean weight onto the drill 

and turn it in a clockwise direction by the handle. Once the hole has been drilled, they 

should turn it anti-clockwise whilst pulling it out carefully. 

Stand Hold the drill facing down. 

Walk Sheath wherever possible. 

Pass  Handle to other first. 

Placed On ground or surface with handle facing backwards.  Or return to designated place 

Gloves  No gloves on person using the tool Glove on helping hand(s) of the other person holding 

the wood 

Maintenance The tool should be cleaned with a cloth and oil and checked after each session. The drill 

may be blown on to clear any dust.  If the drill bit is deemed unsafe, then it should be 

changed.  The drill should be stored in a waterproof/ airtight container 

Cleaning  Damp cloth to remove sawdust. 

Storage  Store in large water proof and air tight container 

Tool 

Talk/Social 

Script 

• This is a hand/ palm drill        

• This is the handle, this is the drill bit          

• This is the drilling end  

• I hold the hand/ palm drill like this (Hold handle with drill bit facing down)  

• I walk with the hand/ palm drill like this (Hold handle & hold drill to the side with drill bit 

facing downwards)  

• I pass the hand/ palm drill like this (Hold the bottom of the handle near the drill bit and 

pass so the other person can take the top part of the handle)  

• When I am not using the hand/ palm drill I put it down with the handle facing forward 

and drill bit facing backwards like this  

• I use the drill to drill a hole in wood  

• When I use the hand/ palm drill I use it 2 arms and a tool away from anyone else like 

this  

• When I have finished using the hand/ palm drill I place it in the designated place or 

toolbox provided 

  

   

  

 

https://www.bing.com/images/search?q=palm+drill&id=0A3EB56D3F265D10E35001509751137BD26DEBE5&FORM=EQNAMI
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Appendix 25: 

UK Government guidance relevant to Outdoor Education Settings (including Forest School) June 2020 
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Appendix 26: 

Inclusion Policy (Grange Academy SEN Policy) 

  
Reviewed:  September 2018   

Reviewer: Catherine Assink – Head of School  

Approved by Local Advisory Board (LAB): September 2018  

Due for review: September 2020   

GRANGE ACADEMY SPECIAL EDUCATIONAL NEEDS POLICY  

Principles    

The Local Advisory Board (LAB), Senior Leadership Team and staff at Grange Academy are fully committed 

to maximising the potential of pupils by meeting their individual needs. They adhere to the following 

principles.    

- Pupils are entitled to have access to a broad, balanced and relevant curriculum. The curriculum must be 

appropriately differentiated according to their individual needs and underpinned by specialist approaches 

and strategies to address their need.    

- Pupils must have free access to the school buildings and facilities so that they can be treated equitably 

irrespective of their disabilities.    

- Pupils within the Academy are regarded and treated as unique individuals who must be given the 

opportunity to excel and experience success. Their successes will be recognised and celebrated.   

- Pupils benefit most when their individual needs are clearly identified in a proactive manner, so that 

programmes of intervention can be effectively planned, implemented, monitored, and reviewed.    

- All teachers at Grange Academy are considered to be teachers of Special Educational Needs, whose role 

is to plan and develop the curriculum to take account of individual differences.  

 - The pastoral and academic areas of the curriculum are managed in such a way as to ensure that the 

participation of pupils in their own learning is maximised and to enable them to achieve their potential.   

- The school promotes the emotional and social development of all its pupils. For example, extra pastoral 

support arrangements for listening to the views of children and young people and measures to prevent 

bullying.   

- Working in partnership with parents, carers and families is key to supporting pupils’ needs.  

- A multi-disciplinary approach involving the expertise and resources of outside agencies is essential when 

working with pupils whose individual needs are additional and complex.   

- It is recognised that the 1996 Education Act, the Children and Families Act 2014 and the 2014 SEND Code 

of Practice are valuable sources of structure and guidance in developing systems and processes which will 

help to ensure that the needs of all pupils at Grange Academy are met.     

- The school will evaluate the effectiveness of the provision made for its pupils and review EHC Plans at least 

yearly and more frequently should closer monitoring be required.   

- Preparation for adulthood should reflect pupils’ ambitions, which could include higher education, 

employment, independent living and participation in society  

 Aims    

We will aim to:    

- Ensure that all pupils at the Academy receive appropriate teaching and support which takes into account 

their Special Educational Needs.    

- Ensure that work is well-matched and differentiated where necessary and that teaching methods and 

practice are regularly reviewed to ensure that they remain appropriate and relevant to the needs of the 

individual.  

- Involve and consult pupils and families fully in decisions regarding education and the meeting of the 

pupils’ needs, to support them to promote learning and development and planning for their future.  
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- Ensure that resources available to the Academy (including financial, staffing, technical and advisory) are 

deployed appropriately and effectively to meet pupils’ needs.  

- Liaise effectively with all individuals and organisations who have an interest in, or are able to make a 

positive contribution towards, pupils’ lives. - 

 Plan the provision of appropriate staff development and training to ensure that staff develop and update 

their skills in meeting the needs of pupils with Special Educational Needs.  

- Ensure that the obligations of the Academy are met in respect of the Children and Families Act 2014 in 

accordance with the SEND Code of Practice.  

- Work collaboratively with the multidisciplinary team i.e. therapists and medical professionals and agencies 

to support the development and wellbeing of the whole person.    

- Ensure arrangements for supporting children and young people in moving between phases of education 

and in preparing for adulthood are highly effective. As young people prepare for adulthood outcomes 

should reflect their ambitions, which could include higher education, employment, independent living and 

participation in society  

- Arrangements for assessing and reviewing children and young people’s progress towards outcomes is 

thorough and robust. Parents and young people are an integral part of this assessment and review.  

- Arrangements for supporting children and young people in moving between phases of education and in 

preparing for adulthood will promote pupils’ independence and be underpinned by high expectations of 

what pupils can achieve.   

Complaints   

Arrangements for handling complaints from parents of children about the provision made at the school are 

detailed in the school’s Compliments and Complaints policy. This includes arrangements for children looked 

after by the local authority. In the first instance any concerns about the suitability of the Grange Academy 

provision should be report to Catherine Assink, Head of School.  

Admissions     

Grange Academy is a special academy for pupils aged 5-16 with a wide range of ability levels and 

additional learning needs, including moderate learning difficulties and/or autism.   

Due to the complex nature of pupils’ needs, we consider referrals to the school in the light of the needs of 

the whole school population. We do this to ensure that we continue to meet the needs of the whole school 

community.    

All pupils have a Statement of Special Educational Need or an Education Health Care Plan (EHCP) 

maintained by the Borough of Bedford or other Local Authorities. Admissions are managed by the local 

authority in which the child resides. Bedford School Admissions can be contacted on 01234 718120. Diane 

Boyd, SEND Team Manager, can be contacted on 01234 228 306. Information regarding Statements of 

Special Educational Needs and EHCPs can be obtained from them.     

Local Offer  

Bedford Borough’s SEN and Disability Guide is Bedford Borough’s Local Offer. This sets out what support and 

services are available for children and young people aged 0-25 with disabilities and SEN and their families. 

Please see, sendguide.bedford.gov.uk  

Related school policies, procedures and legislation   

School documents: Teaching and Learning Policy, Admissions Policy, Equality and Diversity Policy.   

Legislation: The Children and Families Act: Section 69 and The Special Educational Needs and Disability 

Regulations 2014, also the 0-25 Special Educational Needs and Disability Code of Practice. 

 

 

 

 

 

 



 

Page 121 of 150 

 

Appendix 27: 

Grange Academy Right Respecting School Policy  

  
Reviewed:  July 2020   

Reviewer: Philippa Coles – English Lead; Catherine Assink – Head of School  

Designated Safeguarding Lead: Charlotte Thomas  

Approved by Local Advisory Board (LAB): July 2020  

Due for review: July 2021 

Rationale:     

A partnership with Unicef (using the UN Convention on the Rights of the Child (UNCRC)) to create safe and 

inspiring places to learn, where children are respected, their talents are nurtured and they are able to thrive. 

Our UNICEF Rights Respecting School Recognition of Commitment was achieved in July 2018 recognising 

we have embedded the UN Convention on the Rights of the Child (UNCRC) within our whole school ethos. 

In July 2019, Grange was recognised with the Silver award; aiming to achieve the Gold Award in July 2020. 

The Award recognises a school’s achievement in putting the United Nations Convention on the Rights of the 

Child into practice within the school and beyond. 

Children and adults work together to recognise and act upon the rights of the child within our school, our 

local community and the wider world. We believe that by understanding their own rights, children learn to 

respect and value the rights of others.       

At Grange Academy we believe that learning should be fun and that by encouraging respect for each 

other’s rights and valuing the opportunities available, we all grow and learn together as a Rights Respecting 

community.    

Aim:  

The aim of Grange Academy  is to develop pupils as responsible citizens who make positive contributions to 

enhance the ethos of the school community.   

We will achieve this by encouraging our pupils to:  

 - respect the rights of other people   

 - accept responsibility for their behaviour  

 - develop their self-esteem and self-worth  

 - build workable relationships with all other stakeholders  

 - be aware of their personal safety and the safety of others  

This can be achieved by:  

- creating a learning environment conducive to the fostering of successful learning  

- ensuring all pupils, staff and parents are aware of our “Rights Respecting Policy” and understand how it 

operates.  

 - the use of a “values based” approach as opposed to “rules-based” approach. 

Outcomes: 

Children, young people and the wider school community know about and understand the UN Convention 

on the Rights of the Child and can describe how it impacts on their lives and on the lives of children 

everywhere. 

There are four key areas of impact for children at a Rights Respecting school; wellbeing, participation, 

relationships and self-esteem. The difference that a Rights Respecting School makes goes beyond the 

school gates, making a positive impact on the whole community 

 

Wellbeing 

Children are healthier and happier 

https://www.unicef.org.uk/rights-respecting-schools/the-rrsa/introducing-the-crc/
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 - By promoting the values of respect, dignity and non-discrimination, children’s self-esteem and wellbeing is 

boosted and they are less likely to suffer from stress. A child who understands their rights understands how 

they and others should be treated and their sense of self-worth is strengthened. 

Participation 

Children feel safe 

 - The Rights Respecting Schools Award gives children a powerful language to use to express themselves 

and to challenge the way they are treated. They are also able to challenge injustices for other 

children. Children and young people are empowered to access information that enables 

Relationships 

Children have better relationships 

 -  Both with their teachers and their peers, based on mutual respect and the value of everyone’s opinion. In 

a Rights Respecting school children are treated as equals by their fellow pupils and by the adults in the 

school.  Children and young people are involved in how the Award is implement in the school but are also 

involved in strategic decision-making; in decisions about their learning; and in views about their well-being. 

Self-Esteem 

Children become active and involved in school life and the wider world. 

 - This builds their confidence to make informed decisions. They have a moral framework, based on equality 

and respect for all that lasts a lifetime, as they grow into engaged, responsible members of society. Children 

and adults develop an ethos and language of rights and respect around the school. Rights and principles of 

the Convention are used to put moral situations into perspective and consider rights-respecting solutions – 

this all has a huge impact on relationships and well-being. Children and young people get very involved in 

raising awareness about social justice issues, both at home and abroad. They become ambassadors for 

rights and take part in campaigns and activities to help to bring about change.  

United Nations Convention on the Rights of the Child (UNCRC)  

The Convention sets out the rights of children in 54 Articles. These basic rights encompass survival, protection, 

development and participation.  

The UNCRC is underpinned by 4 principles:  

1. Non-discrimination  

2. Commitment to the best interest of the child  

3. The right to life, survival and development  

4. Respect for the views of the child  

Rights are universal and cannot be taken away.  

The main responsibility for ensuring that all children enjoy their rights lies with the adults.  

All rights are equally important.  

  

Core Learning Values:  

At Grange Academy, in celebration of partnership, the staff, governors, parents and pupils will strive to 

create an educational setting which enables our pupils to grow in wisdom, understanding and mutual 

respect. As a Rights Respecting School, our pathway to a successful future is grounded in the United Nations 

Convention on the Rights of the Child (UNCRC).  

Rights Respecting Values underpin Leadership and Management:  

 - Development as a rights respecting school is an integral part of strategic planning.  

 - All decisions are taken in the best interest of children.  

 - As school policies are reviewed, links with the values and principles of the UNCRC are made explicit.  

 - Recruitment and induction practises reflect our rights respecting ethos.  

 - Refresher training takes place annually for all staff to ensure that knowledge and understanding remains 

relevant.  

 The Whole School Community Learns about the UNCRC:  

 - Every year group learns about the UNCRC, and view different areas of learning from a rights perspective.  

 - Displays are explicitly linked to the UNCRC.  
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 - All members of the community are encouraged to be ambassadors for children’s rights.  

 - Parents, Governors and the wider community are included in our work as a Rights Respecting School.  

The School has Rights Respecting Ethos:  

 - All members of the community model rights respecting values.  

 - The environment is safe, physically and emotionally.  

 - Conflicts are resolved using restorative approaches where children are empowered to seek solutions to 

problems.  

Children are empowered to become active citizens and learners:  

 - Rights holders: all children are rights holders 

ABCDE of children’s rights: this is a reminder of the nature of the rights. THERE IS NO LINK BETWEEN RIGHTS 

AND RESPONSIBILITES. 

 

 - Pupils’ opinions and thoughts are sought, encouraged and respected in all aspects of the school’s work.  

 - Pupil Leadership is an integral part of the school’s approach. Children are given opportunities to lead 

aspects of school life through a range of groups including the School Council and working towards Rights 

Respecting School Councillors. 

 - Pupils are encouraged to identify themselves as Global Citizens and given opportunities to develop their 

knowledge and awareness of how they can have a positive impact on the world, now and in the future.  

Roles and Responsibilities:  

Duty bearers: all adults are duty bearers as it is our responsibility to ensure that all students get their rights. It is 

the duty of every member of the school community to ensure that Grange Academy continues to move 

forward with our Rights Respecting School agenda and that the rights of all children are met and 

respected. The main responsibility rests with adults in the form of teaching the children about their rights and 

how to respect the rights of others.   

Monitoring and Evaluation:  

The Rights Respecting Schools Award (RRSA) recognises achievement in putting the United Nations 

Convention on the Rights of the Child (CRC) at the heart of a school’s planning, policies, practice and 

ethos. Grange Academy will continue to work towards Gold and then maintain the Gold assessment after a 

three-year cycle. 

Review:  

This policy will be reviewed annually or at any other time if changes are required to comply with changes in 

the Rights Respecting School Award. 
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Appendix 28: 

DFES Code of Practice for Special Educational Needs (2001) 
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Appendix 29: 

Forest school essential information parent consent letter and questionnaire  

                                                                                                                                                                         DATE 

Dear Parents/Carers, 

Exciting news! Over the next six weeks, your child will be participating in weekly Forest School sessions. The 

sessions will take place on a ___________________ afternoon in the Forest area within the school grounds. 

Occasionally these sessions will include trips to Addison Park if the weather permits. 

 

Please ensure that your child has the following clothing to change into each ______________: 

• Outdoor shoes – walking boots or wellingtons 

• Warm socks 

• A warm coat – preferably waterproof 

• A jumper or fleece 

• A t-shirt 

• Trousers 

• Waterproof over-trousers if possible 

• An extra layer of clothing depending on the weather 

Please write your child’s name on their clothing. 

Your child may come home in their Forest School clothing unless they choose to keep them in school ready 

for the next session. 

I am sure that your child will make the most of this wonderful opportunity to learn outdoors, and apply their 

new learning within the classroom. There is in-depth information about our approach to Forest School, 

underlying principles and our risk assessments attached below (“PARENT INFORMATION FOR FOREST SCHOOL 

AT GRANGE ACADEMY”). 

Exploration and risk taking are important parts of Forest School, but health and safety considerations are 

always of paramount importance. Please complete the personal details & medical record form attached 

overleaf and return to school as soon as possible. This must be filled out before a child can attend - see your 

child’s teacher or contact myself with any queries. 

 

Yours sincerely, 

 

Miss Clare Breare 

Teaching, Learning and Intervention Lead/Elm Class Teacher/Forest School Leader 

 

Grange Academy Forest School: Participant Personal Record Sheet 

Pupil Information 

Pupil Name   

Form Group  

Date of birth  

Address 
 

 

Contact number  

 

Parent/Guardian contact (next of kin) 

Parent/Guardian Name   

Relationship to child  

Contact number  

Email address  



 

Page 126 of 150 

 

 

Other contact(s) 

Name   

Relationship to child  

Contact number  

Email address  

 

GP & Medical details 

GP name  

Contact number  

Address 
 

 

 

Has this pupil had any of the following:  

•Asthma or bronchitis     Yes ❏   No ❏  

•Sight or hearing disabilities    Yes ❏   No ❏ 

•Heart condition      Yes ❏   No ❏ 

•Fits, fainting or blackouts    Yes ❏   No ❏ 

•Severe headaches     Yes ❏   No ❏  

•Diabetes     Yes ❏   No ❏   

•Allergies to any known drugs   Yes ❏   No ❏   

•Any of allergies, e.g. food, material, dust, pollen, plasters        

     Yes ❏   No ❏  

•Other illness or disability    Yes ❏   No ❏  

•Travel sickness     Yes ❏   No ❏  

•Tetanus vaccination in last five years?  Yes ❏   No ❏  

If the answer to any of the above is YES please give details including medication, below: 

________________________________________________________________________________________________________

________________________________________________________________________________________________________ 

Does the above named have any fears or conditions which may affect their enjoyment of the woodland 

environment? (i.e. response to cold/heat, spiders, getting dirty etc.) 

________________________________________________________________________________________________________

________________________________________________________________________________________________________ 

Any other information including special dietary, cultural or other needs: 

________________________________________________________________________________________________________

________________________________________________________________________________________________________ 

Parent/Guardian Consent (please delete as appropriate): 

As the parent/guardian I have read, fully understand and am satisfied with the details supplied regarding 

Forest School activities and agree for my child to take part in them.  

I know of no medical reason why my child should not participate.  

In the event of a minor accident and when I cannot be contacted, I agree for First Aid to be administered 

by a qualified First Aider.  

I do / do not agree to my child being taken to hospital, or to being seen by the nearest doctor available 

should an emergency arise.  

 

I do / do not give my consent for photographs of my child to be used for forest school displays incl. internet 

site.  
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I do / do not give my consent for photographs of my child to be used as part of their evaluation.  

I do / do not give permission for observations of my child to be carried out by forest school staff and 

students on placement.  

Signed: __________________________________________________________________________  

Name: ___________________________________________________________________________  

Relationship to child: ________________________________________________________________  

Date: ____________________________________________________________________________ 

 

FOREST SCHOOL INFORMATION FOR PARENTS  

The purpose of this letter is to give you some detailed information on Forest School sessions. We want you to 

feel fully at ease with Forest School and to share our enthusiasm about it. If you have any questions 

whatsoever please ask! You can ring (Grange Academy: 01234 407100) or email us (grange@biltt.org) with 

questions, or even make an appointment to come in and speak to any of the Forest School staff.   

We have an open-door policy at Grange Academy and it is never too much trouble to answer questions or 

talk things through with you. We also have a Forest School Handbook which contains all of our detailed 

policies and procedures. This is available to view in the office.  

A new initiative at Grange Academy, Forest school is an opportunity for your child to experience nature 

and the outdoor environment in a safe, secure and hands on way. Our Base Camp is situated on school 

grounds, with permissions to use Addison Park and other local woodland areas. The area known as base 

camp will grow and blend over the year, hopefully so that it contains a large shelter, a digging area, a small 

open glade (planted with wild flowers & grass), a climbing area, a maths area and a sound area. We will 

make use of the Sensory Garden as much as possible. A mixture of sycamore, beech, pine and oak trees 

give a reasonable top canopy and lower level cover within the School grounds. There will be old wood piles 

to attract insects and small mammals. Pupils are encouraged to investigate & explore but also to respect all 

living things. 

What is Forest School? 

The ethos behind Forest School is based more on the process of learning than it is on the content - more on 

the 'how' than the 'what'. This means that genuine Forest School practice steps boldly out of the shadow 

and limitation of 'planned activities' and ventures collaboratively into the realms of the unplanned, 

unexpected and ultimately unlimited. Children and young people are given encouragement to direct their 

own learning - this often requires catalysing on the part of the Forest School leader either through stimulating 

play in the outdoors or through 'scaffolding' a child's learning, but mostly through simply observing how 

children are in the outdoors. Significantly, and on many levels, a woodland environment is central in 

supporting this very dynamic approach to learning: the passage of time, from the changing of the seasons, 

to the contemplation of an ancient tree; the dynamic nature of an outdoor environment - a source of 

smells, textures, sounds and tastes; a range of visual stimuli from near too far, high to low, very big to very 

small; and the infinite layers of historical, cultural, spiritual and mythological significance that speak of our 

deep relationship with trees and woodland through the ages.   

What the children will be doing at Forest School:  

Whilst at Forest School the children will enjoy a range of structured activities as well as closely supervised 

unstructured play, as well as structured risk taking activities like using saws, knives, tools and fire. Each session 

will have a plan; however, the plans will be kept open and fluid so they can very much be guided by 

events, and by what the children want to do as each Forest School session will be unique.  

Examples of the types of structured activities the children will do are:   

• Learning about lashing and knots   

• Shelter building   

• Natural weaving   

• Natural art  

• Story telling   

mailto:grange@biltt.org


 

Page 128 of 150 

 

• Safe tool use   

• Tree recognition   

• Animal tracks   

• Natural games   

• Fire lighting   

• Crafts    

• Cooking   

We make the most of the unique resources available by using lots of natural materials, working (with 

appropriate levels of adult support) with tools and fires, and encouraging high levels of independence and 

team work. Forest School sessions will follow a pattern that the children will feel comfortable with.   

We will begin with getting to know the woodland area, our boundaries and what keeps us safe. Typically, 

we will introduce a new activity for each forest visit. They will range from going on a bug hunt, making a 

forest friend from the natural resources available, following a texture trail, to making dens...the forest is our 

oyster!   

The Forest School team will ensure that the programme for the Forest School is fun and of educational 

value. We will reflect on and evaluate each session after completion. All the activities at Forest School will 

be photographed or may be recorded on an iPad and you will receive some of these via Home-School 

books, newsletters and our website.  

Staffing and ratios:   

All pupils at Grange Academy will have access to Forest School sessions at some point in the year; it is our 

intention that they have as many chances as possible! We take a small number (one form group at a time - 

up to 12) and for each session, there will be a Forest School Leader (Clare Breare), a Forest School LSA and 

the form group’s usual LSA(s). This is to ensure that we can risk-assess accurately and ensure that children 

are familiar with all adults.  

What the children need to bring:   

It is absolutely imperative at Forest School that children are dressed appropriately for all weathers and 

come prepared for unexpected weather changes. If your child arrives without appropriate clothing, they 

will not be allowed to come to Forest School. All items must be named.   

Things they must have:   

• Comfortable walking boots or sturdy shoes. (Sandals are not suitable. A selection of boots are available 

from www.muddypuddles.com) 

• Warm under-layers for colder months. It is much better to layer up to keep warm rather than have a thick 

jumper/coat.  

• Long sleeved top/sweatshirt and fleece are ideal for warmth. Your child will need a long sleeved top 

throughout the year, including summer. Legs and arms must always be covered, even when it is warm and 

dry. This helps to prevent ticks, stings and bites. Leggings are not a thick enough layer to prevent stings etc. 

so should be avoided.   

• A good quality waterproof coat and trousers. The children will be out for around 2 hours. If they get wet, it 

will not be much fun! (If it is not possible for you to supply waterproof trousers and coat, we do have a 

limited number at school).   

• Warm hat and gloves (not mittens) when it is cold. Two pairs of gloves are better than one pair of thick ski 

gloves.   

• Sun hat when it is sunny – with a legionnaire flap if possible 

• A water bottle (about 500mls), filled with water – not juice – which they can open themselves.  

• Please pack in your child's bag a spare set of clothes (top trousers, pants, socks) so they can be changed 

if needs be.  

Please remember to name all belongings: Your child will not be able to go to Forest School without the 

appropriate clothing.  

Tool use:   

Using small hand tools is an important part of Forest School as it enables the children to develop new, 

practical skills that help them develop self-confidence. Over time, the children will learn to use various tools 
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such as vegetable peelers, penknives and bow saws. Children will always have 1:1 supervision when using 

tools.   

An inventory of tools will be maintained and all tools will be checked, cleaned, and stored in a secure box 

at the end of each session to ensure they remain safe to use.   

Rules are set out clearly at the beginning of each session. Persistently bad behaviour will result in the child 

being withdrawn from the activity.   

Fire safety:  

A small camp-fire is an integral part of all Forest Schools. We will use a fire for some sessions, which will be 

used for outdoor cooking, making hot chocolate etc. Fire safety is therefore an extremely important aspect 

of Forest School.  

We have a detailed policy on Fire Safety, but here are a few of the key points:   

• Fire will only be lit in the designated areas.   

• The fire area will be enclosed by a square of logs or large stones to prevent the spread of fire.  

• Children are seated in a log circle, 1.5 metres away from the fire.  

• Belongings are kept outside of the circle. Children are not allowed to walk across the circle, if they get up 

to move, they step back out of the circle and walk around the outside of it. The children will be taught and 

reminded of the log circle rules from their first visit to Forest School:   

1. Stand behind the log   

2. Step over and sit down on the log   

3. Stand up, turn around and step over the log   

• Fires will only be lit by an adult; children may be allowed to feed the fire under 1:1 supervision and 

following strict rules.   

• Fire will always be supervised by the Forest School Leader when lit and is never left unattended.   

• There will always be a red ‘Fire’ bucket of water and a fire blanket by the fire circle.   

Cooking and eating: 

The following principles will always be followed:   

• Everyone should wash their hands before handling food and drink (using soap & water or using antiseptic 

hand wash gel or wipes).  

• All foods are stored in airtight containers.   

• Only clean equipment is used.   

• All staff are aware, and have a copy, of any special dietary needs of children with food allergies, and any 

medication will be in the Forest School Leader’s bag.   

• Food will be cooked correctly.   

• All equipment and waste is cleared away from the site.   

In case of emergency:  

If there is an injury to adults or children:   

• All staff are trained to administer First Aid.   

• The staff who are not involved in the first aid will ensure the safety of the remainder of the group. • 

Emergency services will be alerted if necessary.   

• Accident forms will be completed and you will receive a copy.   

• Parents will be informed. It is therefore ESSENTIAL that we always have up to date contact details for all 

parents/carers and all emergency contacts.   

Environmental considerations and Conservation:  

One of the principles of Forest School is to promote environmental awareness. The children are taught 

about respect and responsibility for the world around them. Both the children and the adults are 

encouraged to respect their environment and to be aware of conservation issues of the woodland around 

them. We will also promote respect for wildlife. We also encourage children not to pick flowers/plants/trees, 

due to safety and environmental considerations. Where possible, and if appropriate, reclaimed, recycled 

and sustainable resources will be used to maintain and develop our Forest School site.    
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Things to remember:   

• Children will be tired, especially in the early weeks of starting Forest School. But children are resilient and 

will gradually take it in their stride.   

• They may get wet or muddy.   

• They may get stung by insects or nettles etc.   

• They may get minor bumps and scrapes during their adventures.   

• There is no such thing as bad weather, only inappropriate clothing   

Risk Assessments and safety information:  

The Forest School Handbook contains the Risk Assessments for the Forest School site and associated 

activities. These will be updated as necessary to take account of seasonal change/conditions. In addition, 

the site will be assessed on each visit.   

The health and safety of the children and adults is paramount at all times throughout any activity and 

session. Safe practice is reinforced through regular reminders “1.2.3. Where are you?” “1.2.3 here I am!” and 

“1.2.3. Stop”.   

Forest School sessions will provide children with opportunities to develop independence and to take 

responsibility for their own learning. Whilst doing this the children will develop natural risk assessment 

strategies and understand that their actions have consequences. Forest School takes place in all weathers, 

apart from in high winds or thunderstorms when it is deemed unsafe, by staff, to go into the woods or Base 

Camp. We will always monitor the weather. If we know in advance that the weather will be unsafe for 

Forest School, we will plan an alternative outdoor activity at a different location. In exceptional 

circumstances – i.e. a sudden change in the weather, we may have to cancel Forest School, but we will 

always do our best to find an alternative activity and will always keep you informed.   

Insurance for all the Forest School activities is included within the Academy’s Insurance Policy. A copy of our 

Schedule of Insurance and Public Liability Certificate is contained in the Forest School Handbook.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Page 131 of 150 

 

Appendix 30: 

Forest School Emergency Policy and Procedure 

 
Reviewer: Catherine Assink (Head of School)  

Reviewed: September 2019  

Approved by Local Advisory Board (LAB):  September 2019  

Due for review: September 2020 

Although the Forest School area is situated within the school grounds the nature of the activities undertaken 

means that there is the possibility of an emergency situation occurring. Therefore, the following steps will be 

taken: 

• A mobile phone will be carried by the Forest School leader when undertaking sessions at the school. 

• An emergency Walkie Talkie will also be taken. 

• During all session a basic first aid kit will be carried. In addition, it will be the responsibility of the Forest 

School leader to ensure any necessary medication for children is also carried.  

• During sessions when there is fire lighting taking place there will be a fire first aid kit available in 

addition to the standard first aid kit plus a fire bucket with water, a fire blanket or wet towel and a 

container with clean water for immersing burns.   

• An information card detailing the location of the site will be carried so that the information can 

easily be related to emergency services if required. The information on the card will be as follows. 

 

Grange Academy 

Halsey Road, 

Kempston, 

Bedford. 

MK42 8AU 

Tel: 01234 407100 

Access to site through the main school entrance located on Halsey Road. 

 

• Following any emergency incident all relevant incident and accident reports will be completed in 

line with current legislation and school policies. 

Emergency Procedure 

Prior to any Forest School session participants are briefed what they will be expected to do in the event of 

an emergency situation. The site is fully fenced and enclosed. The procedure is as follows: 

In the event of an emergency on the Forest School site the following steps will be taken. 

8) Immediate safety of other group members and self-assessed. 

An adult will blow the emergency whistle 3 times and the children will congregate in front of to the 

FS Shed (this area is next to the Forest School area).   

 

9) Attend to casualty and make as comfortable as possible. 

 

10) Make sure the group is safe sending them to the Primary Area. At same time use walkie 

talkie/mobile phone to contact the school office. 

An additional adult is to ensure that the rest of the group are safe and away from any dangers. If 

necessary, pupils will be sent back to class. 
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11) Administer First Aid 

A qualified First Aider (who is the LSA/contacted via the School Office) will attend to any casualties 

with adult helper and with regard for maintenance of required supervision ratios for the rest of the 

party. At least one first aider must be on site at all times. A record of changes in casualties’ state and 

anything administered to them to be made if possible  

 

The school office will inform Ms Assink (the Head Teacher) as soon as they are able to.   

 

12) If necessary, contact emergency services. 

This will be done via the school office. A charged walkie-talkie and mobile phone will be taken to 

every session. A designated adult will be sent to meet the emergency vehicle at the entrance 

leading off Halsey Road.  Give the following information to the 999 operator:   

o Turn on to Halsey Road from the main (Bedford) Road; this is a circular road and will lead 

to the school gates where you will be met by a member of staff  

o Continue through the gates and down the pathway, round the back of the school, keep 

going until you can go no further 

o The gate should be open and vehicles can proceed onto the field area. 

o Continue to the far right corner.  

o Grid reference - TL 0276 4746 

 

13) Where appropriate the next of kin should be informed as soon as practicably possible after the 

incident.  The school office is responsible for doing this. 

 

14) An incident report must be filled in on site, and then logged when back at school. 
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Appendix 31: 

Policy for First Aid and Administration of Medicines in School 

 
Reviewer: Catherine Assink (Head of School)  

Reviewed: September 2019  

Approved by Local Advisory Board (LAB):  September 2019  

Due for review: September 2020 

GUIDELINES ON THE ADMINISTRATION OF FIRST AID WITHIN GRANGE ACADEMY 

Rationale 
The below is in accordance with the First Aid – First Aid at Work Regulations 1989 (www.hse.gov.uk). 

Everyone at Grange Academy must have access to First Aid when required.  To this end we will ensure that 

a trained First Aider is on site while the school is open.  (This includes the whole of the school day and Out of 

Hours Learning times). 

At least one First Aider must accompany any planned educational visit as specified in our Policy on 

Educational Visits. 

Aims of Administering First Aid 
• To preserve life; 

• To prevent the worsening of the condition; 

• To promote recovery; 

• To deal with minor illnesses and accidents. 

NB It is important the First Aiders obtain medical help where and when this is appropriate. 

Responsibilities/Procedures 
First Aid must be administered by trained personnel. 

First Aiders must:- 

• Keep a record of all First Aid Treatment given – logged in the Treatment Book held in the Medical 

Room; 

• Log First Aid given following a serious incident in the reporting procedures of a ‘Near Miss Accident’; 

• Incidents of First Aid Treatment will be reported to the Headteacher through the treatment book; 

• Report items used from the First Aid Kits to the office so that kits can be re-stocked; 

• Report deficiencies in First Aid Treatment to the Headteacher; 

• Ensure that parents are informed about First Aid Treatment administered to their son/daughter by 

telephone and/or in writing where appropriate; 

• Use plastic disposable aprons and gloves when treating casualties (this will protect them from 

contact with body fluids and prevent cross infection). 

Monitoring of Training and Equipment 
• The Office Manager will ensure that an up-to-date list of qualified First Aiders is maintained, this will 

include telephone contact numbers; 

• This list will also name the locations of First Aid Boxes in School; 

• The contents of the First Aid Boxes will be checked regularly by office staff and updated as 

appropriate; 

• All staff will receive copies of this First Aid List which includes telephone contact numbers. 

• The Office Manager will monitor the First Aid List regularly to identify training and/or renewal needs.  

This information will be passed on to the Senior Manager responsible for Staff Training and 

Development. 

 

http://www.hse.gov.uk/
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Obtaining First Aid: Summary Guidelines 

1. Locate a Qualified First Aider – names and telephone numbers are displayed on the telephone sheet and on                                                 

stickers around school. 

2. Phone Main Office – (40 or 41) if you are unable to locate a First Aider in an emergency. 

3. Be Aware of Locations of First Aid Boxes/Eye Wash Facilities 

               Medical Room Science Room         Design Technology Room Cookery Room             TEACCH Provision 

4. Enter all First Aid Treatment given in the Treatment Book in the Medical Room. 

5. Enter serious injuries in the Incident/Accident Report Book in the Office – a copy will be sent to County Hall. 

 

FIRST AID ON EDUCATIONAL VISITS 

• At least one qualified First Aider must accompany any planned educational visit as specified in the Policy on Educational 

Visits. 

• A portable First Aid Kit must be taken on all visits. 

• A record card which gives personal/medical details must be taken for each pupil and each member of staff on the visit. 

• All First Aid treatment given on an educational visit must be recorded in the note book in the First Aid Kit.  Details should be 

transferred to the Treatment Book in the Medical Room on return to school. 

• Paracetamol is available for supervising adults to take out with them on visits, but it must not be left in the First Aid Kit when 

it is unattended.  Paracetamol should only be offered to students when parental consent has been given.  (See medical 

details on the student records card). 

MEDICATION WITHIN SCHOOL 
• No medication is allowed in school without parental consent.  (Check list on cupboard in medical room or in pupil’s 

individual medical file). 

• The only type of medication students are permitted to carry with them in school is the asthma inhaler. 

• All other medication must be handed in to the school office on arrival at school. 

• Students will be required to self-administer all medication under adult supervision. 

• Paracetamol is available for pupils who have parental consent to take it.  A slip must be completed whenever a pupil 

takes paracetamol to be sent home with the pupil. 

• The administration of any medication in school should be recorded on the medication record sheet on the clipboard in 

the medical room. 

CONTROLLED DRUGS – RITALIN AND GENERIC EQUIVALENTS 
Controlled drugs must be kept in the secure drugs cabinet in the office, the key will be kept in the key cabinet (only accessible 

to staff) with the other medical keys.  The maximum amount of a controlled drug allowed to be stored in school per child is half 

a terms supply. The drugs must be in their original container with the information about dosage and time to be given, written on 

the packet. Students are responsible for coming at the right time to self-administer their drugs.  Staff will supervise students to 

ensure that drugs have actually been taken.  When drugs have been taken they will be recorded on the record sheet on the 

clipboard. 

CURRENT FIRST AID TRAINERS: 

Name Date Expiry Date 

Janine Ashton-Lewis 9th October 2017 9th October 2020 

Natasha Cowell 9th January 2018 9th January 2021 

Hannah Langsman 6th February 2018 6th February 2021 

Nikki Horner  Emergency Paediatric First Aid 22nd February 2018 22nd February 2021 

Katy Harper Paediatric First Aid QA Level 3 6th April 2018 6th April 2021 

Debbie Norford 12th November 2018 12 November 2021 

Cheryl Trinder 16th January 2019 16th January 2022 

Chrissie Bailes 24th April 2019 24th April 2022 

Clive Mills 24th April 2019 24th April 2022 

Carol Gallagher 25th June 2019 25th June 2022 

Paul Kilcoyne 9th July 2019 9th July 2022 
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Appendix 32: 

Bedford Borough’s Procurement Strategy: Guide to Sustainable Procurement - Green Procurement 

Guidelines 

PROCUREMENT STRATEGY 
___________________________________________________________________________ 

GUIDE TO SUSTAINABLE PROCUREMENT 

GREEN PROCUREMENT GUIDELINES 
 

INDEX 

1. BEDFORD BOROUGH COUNCIL’S GREEN PROCUREMENT GUIDELINES  
 Page 

General Principles        3  

Energy          3 

Waste & Recycling         3 

Water           3-4 

Construction & Maintenance       4 

Resources & Biodiversity        4 

Transport and Travel        4 

2. PUTTING THE GREEN PROCUREMENT RULES INTO PRACTICE  
Identifying Need         5  

Advertisements and Pre-Qualifying Questionnaires (PQQs)   5 

Tenders          6 

Managing Contracts        6 

The Legal Situation        7 

Whole-life Costing and Investing       7 

3. ADVICE & SUPPORT       8 
 

 

APPENDIX 1: BACKGROUND TO THE GREEN PROCUREMENT RULES 

Vision and Purpose        9 

Why do we need Green Procurement Rules?     9 

What makes a Product Green?       10 

What about the Cost?        10 

Key Environmental Issues       10-11 

 

BEDFORD’S GREEN PROCUREMENT RULES  

In order to help us to avoid damaging the environment and to help to find solutions to the environmental problems 

described in Appendix 1, the Council has adopted the following guidelines, which must be adhered to when decisions 

to buy or award a contract are made: 

General Principles 

 - Our procurement should be aligned with our ‘One Bedford vision, our Sustainable Communities Strategy and our 

Sustainability Action Plan; 

 - We prefer to buy products and services from organisations with a fully certified Environmental Management System 

(EMS) and an established environmental policy. 

Energy 

 - When we buy energy direct from the supplier, we prefer green electricity sources (renewable energy sources such 

as wind, wave, tidal and solar power and the most efficient traditional combined heat and power) and we avoid nuclear 

power; 

 - All electricity and gas supply accounts must be on the Council’s supply contracts which are managed by the 

Council’s Bedford Design Group (BDG). BDG must be informed of any changes in service provision/developments 
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that will/could affect the energy consumption of a property at the earliest possible stage; 

 - We prefer products and services that are energy-efficient compared to alternatives; whole life costing should be 

used to ensure equipment choices are based on the life cost of the equipment and not just purchase price; 

 - Our guiding principle will be our target to reduce CO2 emissions and have signed up to the 10:10 CO2 saving 

initiative. 

Waste & Recycling 

 - We prefer to avoid using products that cannot be reused, recycled or composted; 

 - We will send items we don’t want, but that can be used, to local materials and equipment exchange services. 

Water 

 - We prefer products and services that are water–efficient compared to alternatives; 

 - We do not buy bottled water; 

 - When we refurbish buildings or develop new ones, we must consider water-efficiency measures e.g. reusing water 

(for example, rainwater) to reduce how much fresh water from the mains we use. 

Construction & Maintenance 

 - When we refurbish buildings or build new ones, we will follow ‘Supplementary Planning Guidance’ in terms of green 

construction as far as possible and seek advice from relevant experts (e.g. the Sustainability Officer – Planning or 

BDG); 

 - We will endeavour to design buildings to the highest possible sustainability standards meeting, and where possible, 

exceeding the requirements set by government; 

 - Extra up-front costs for the most environmentally friendly options must be reviewed with a whole life costing 

approach before being rejected, and relevant guidance taken into account which may require green expenditure to be 

prioritised.  

Resources & Biodiversity 

 - We will consider the impact on biodiversity when we buy products or services, and aim to minimise damage to 

habitats and support their development; 

 - When we buy timber and wood-derived products (including stationery), we will only buy legal and preferably 

sustainable timber – this means that the wood must come from government approved certification schemes, 

preferably the Forest Stewardship Council (FSC); 

 - We prefer products made from recycled materials, and to use reclaimed materials; 

 - We will not use chlorofluorocarbons (CFCs), hydrochlorofluorocarbons (HCFCs), persistent organic pollutants 

(POPs), and chemicals that the European Union classifies as substances of very high concern, or other harmful 

chemicals. 

 - We will avoid using ‘volatile organic chemicals’ (‘VOCs’ – which can be present in goods such as paint and cleaning 

substances), formaldehyde and harmful pesticides as far as possible, and will use artificial fertilisers as little as 

possible; 

 - We will avoid genetically modified products when we buy food or award contracts to catering services. 

Transport and travel 

 - We prefer options that reduce the need for products to be transported; 

 - We prefer our contractors to support green travel arrangements. 

 

1. PUTTING THE GREEN PROCUREMENT RULES INTO PRACTICE  
Our green procurement guidelines are based on the following principles: 

▪ Banning products that damage the environment when a reasonable alternative is available; 
▪ Promoting products that damage the environment the least; 
▪ Taking into account whole life costs such as energy, maintenance and end of life disposal costs when we 

consider tenders; 
▪ Understanding that buying environmentally friendly goods and services is part of a process of continuous 

improvement. 
 

Identifying Need 

We usually buy the same things we have bought in the past. To practice green procurement, we need to ask if we 

need to continue buying the same things. We will follow these principles: 

▪ Think again about what to buy – do we need this? Do we need this exact product or level of service? 
▪ Don’t buy anything that contains harmful substances; 
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▪ Consider how much energy the product uses; 
▪ Reduce what we buy (for example, order similar goods from the same supplier); 
▪ Consider transport costs (for example, choose local suppliers where we can); 
▪ Reduce and Reuse (for example, use returnable packaging); 
▪ Recycle (for example, buy recycled goods); 
▪ Dispose of products responsibly. 
 

Advertisements and Pre-Qualifying Questionnaires (PQQs) 

We want suppliers to compete to give us the best possible value for money and maximum innovation in terms of the 

environmental impacts of goods and services. This means that we need to make our environmental requirements 

clear right from the start of the procurement process, i.e. in advertisements where relevant and in PQQs. In PQQs, we 

can include environmental ‘show-stopper’ questions for contracts where the environmental impact is significant 

enough. The Environmental Services Team in the Directorate of Environment & Sustainable Communities can advise 

on which contracts this applies to and also suitable criteria/wording. 

Tenders 

Environmental requirements must also be set out at the Invitation to Tender (ITT) stage. There is scope for more detail 

here than at PQQ. The greater the environmental impact of your procurement, the more heavily you should weight 

your sustainability criteria e.g. low environmental impact procurement may only be 5% of the quality aspect of the 

award criteria, and high impact procurements, 20%. The Environmental Services Team can help you to identify 

suitable environmental criteria, as well as assessing how well these are met by potential suppliers in their 

submissions. 

The environmental impact assessment will help you assess the impact your contract will have on the environment, 

and so indicate how much of your quality consideration should be based on environmental concerns. We need to 

consider the costs over the life of the goods or services, including environmental costs such as how much energy a 

product uses and the cost of selling it on or throwing it away. This gives us savings in, for example, running and 

maintenance costs, which will reduce any increase in buy-in costs. 

Managing Contracts 

By linking managing and reviewing contracts to achieving targets, we can make sure that our suppliers take account 

of the environment. Using improvement targets and key performance indicators (‘KPIs’ – standards we can measure 

our suppliers’ performance against), we can cover the whole range of environmental impacts, from using raw 

materials, production, transportation and use, to options for managing products at the end of their life. Joint 

improvement targets can involve: 

▪ Ensuring that the contractor/supplier has an environmental management system or environmental policy; 
▪ Reducing the contract’s carbon footprint through energy efficiency and other measures; 
▪ Increasing the amount of waste recycled; 
▪ Reducing water consumption; and 
▪ Increasing the amount of locally purchased goods and services. 
 

An example of a KPI you could include: Company will be able to evidence that 100% of wood purchased has come 

from a sustainable source. Again, the Environmental Services Team can help with the development of suitable 

environmental KPIs. 

The Legal Situation 

The Official Journal of the European Union caveat has provision for us to buy green: 

‘Public Contracts Regulations 2006’ 

38.  

1. A contracting authority may include in the contract documents relating to a public works contract or to a public 
services contract information as to where a contractor or services provider may obtain information about the 
obligations relating to taxes, environmental protection, employment protection and working conditions which 
will apply to: 

(a) the work or works to be carried out under a public works contract; or 
(b) the services to be provided under a public services contract. 
 

2. A contracting authority which provides the information referred to in paragraph (1) shall request contractors or 
services providers to indicate that they have taken account of the obligations relating to those employment 
protection provisions and those working conditions in preparing their tender or in negotiating the contract.’ 
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We already have to follow a wide range of European Union (EU) and national laws relevant to green procurement. 

This is only likely to increase (e.g. new EU laws on using chemicals are being agreed). The green procurement rules 

will be updated accordingly. 

Whole-life Costing and Investing 

Whole-life costing (also known as life-cycle costing) is the process of considering the basic cost of buying a product or 

service, and all the costs over its lifetime. This means considering how much it will cost to use and maintain (such as 

how much energy it uses), as well as the cost of getting rid of it. Very often, when we compare the more 

environmentally friendly option with the more environmentally damaging one, the whole-life costs of the first option will 

balance out any saving we make on the basic price of buying the second option. However, it may also mean being 

prepared to pay slightly more to get the product that will eventually cost us less over its lifetime and be better for the 

environment – in other words, investing to save.  

Bedford encourages use of whole-life costing in procurement decisions. The Corporate Procurement Team and the 

Environmental Services Team can provide help with this. 

 

2. ADVICE & SUPPORT  
Advice and support is available from: 

▪ Environmental Sustainability – the responsibility for green procurement falls within the remit of the Environmental 
Services Team within the Directorate of Environment & Sustainable Communities. Please contact the 
sustainabilityteam@bedford.gov.uk  

▪ Corporate Carbon & Energy Manager – In relation to other corporate energy matters and in particular for the 
councils overall energy usage and management responsibility against the CRC Energy Efficiency Scheme please 
contact James Sherman on james.shearman@bedford.gov.uk 

▪ The Procurement Team at central.procurement@bedford.gov.uk  
▪ Bedford Design Group in relation to energy matters involving the councils building portfolio. 

 

APPENDIX 1 

BACKGROUND TO THE GREEN PROCUREMENT RULES 

Vision and Purpose: 

We are committed to making Bedford a greener place to live and work, now and in the future. We plan to achieve this 

by: 

 - Taking practical action to reduce the effect our activities have on the environment; 

 - Sourcing green products; 

 - Improving the quality of the local environment; and  

 - Encouraging the people of Bedford to live and work in ways that reduce the Borough's effect on worldwide 

environmental problems, to improve the environment now and protect it for the future. 

Why do we need Green Procurement Guidelines? 

Buying products or contracting for services can have significant environmental impacts, and so procurement is a 

critical part of achieving our vision. The purpose of these rules is to minimise the negative and maximise the positive 

environmental impacts of buying decisions. The range of products and services we procure provides a substantial 

opportunity to influence our supply chain to both reduce their negative and increase their positive impacts on our 

environment. Buying environmentally friendly goods and services also reduces our exposure to environmental risk. 

Although we have to balance the benefits of buying environmentally friendly goods and services with costs and other 

business needs, we cannot ignore the environment when we make purchasing decision. Each officer advised by the 

Strategic Procurement Team will be encouraged to ensure that sustainability is part of the procurement process and 

suite of supporting guidance and templates. For example, officers should complete an environmental impact 

assessment and to include sustainability as part of their award criteria. 

Green procurement involves integrating environmental considerations into all stages of the purchasing process: from 

avoiding unnecessary purchases and identifying greener products to the specifications you use for contracts and 

whole life costing. Quality is the priority: green products are fit for purpose and can be cost comparable. 

Green procurement is not limited to buying recycled paper but stretches across business activity including 

construction, furniture, IT equipment and transport. By making informed choices about the products we buy, we can 

make a real difference to the environment and improve our resource efficiency. 

mailto:sustainabilityteam@bedford.gov.uk
mailto:james.shearman@bedford.gov.uk
mailto:central.procurement@bedford.gov.uk
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What makes a Product Green? 

Green products are made or operate in a way that: 

▪ Uses fewer natural resources; 
▪ Contains fewer hazardous or toxic materials; 
▪ Has a longer life span; 
▪ Consumes less energy or water in production or use; 
▪ Can be reused or recycled on disposal; 
▪ Generates less waste, for example: be made from recycled materials, use less packaging or be recycled 

by the supplier. 
 

What about the Cost? 

The price of green products is often perceived as a barrier to green purchasing. Many greener products are of equal 

or lower price that their non-green equivalents. Even where the initial price of greener products is higher, lower costs 

of use and disposal may still make it the best value choice overall. The UK government is committed to sustainable 

consumption and production, and advocates use of government purchasing power to stimulate demand for greener 

products – which in turn should reduce prices. 

The best ways to control costs are specifications reflecting performance needs, comparison shopping, bulk purchase, 

competitive bid processes and whole life costing (initial purchase cost + cost in use + disposal costs). Furthermore, 

green procurement usually goes hand in hand with waste minimisation, meaning you use less in the first place. 

 

Key Environmental Issues 

The following section gives a brief overview of the main environmental issues. 

▪ Climate change: Bedford’s strategy for tackling climate change is a mixture of ‘mitigation’ and ‘adaptation’ 
measures. Mitigation measures are those which minimise the level of carbon dioxide and other greenhouse gas 
emissions so that we slow the rate of climate change. An example would be buying the most energy efficient 
product possible or ensuring a service provider manages their energy use well and/or uses renewable energy. 
Adaptation measures are those which help us to deal with the effects of climate change which are now inevitable. 
An example would be choosing materials for a construction project that will better withstand the more extreme 
weather conditions that climate change brings; 

▪ Waste: We can reduce waste by following the principle of ‘reduce, reuse and recycle’.  In terms of procurement 
this means: 
(a) ensuring that you only order products/services that you really need (reuse existing resources wherever 

possible); 
(b) ensuring that your suppliers have strong waste and recycling practices; and 
(c) buying products with recycled content wherever possible. 

▪ Pollution: We can help to tackle this problem by not using products containing: 
(a) persistent organic pollutants (POPs), for example, pollutants created when waste containing chlorine is 

burned; 
(b) chemicals that the EU classify as substances of very high concern; 
(c) polyvinylchloride (PVC), which can be found in plastics and textiles; 
(d) chlorofluorocarbons (CFCs), which can be found in old fridges; and 
(e) hydrofluorocarbons (HFCs), which were developed to replace CFCs in fridges but are still very harmful. 

▪ Biodiversity: Plants and wildlife are being destroyed by things such as chemical, pesticide or radioactive pollution, 
or genetically modified organisms (GMOs). Habitats are also threatened and can be lost through for example 
construction, deforestation, mining, and certain intensive methods of farming. We can tackle this by: 
(a)  taking some of the actions described above to avoid using harmful substances; 
(b)  buying only sustainable timber and related products e.g. hoardings (see Sustainable Timber Policy 

and Guidance for further detail); 
(c) choosing food that is non-GMO or grown organically; and 
(d) seeking to engage suppliers who respect biodiversity. 

▪  Water: Water is set to become an increasingly important environmental issue as climate change leads to more 
extreme weather conditions such as flooding and water shortages (especially in the South East of England). 
Therefore, we should buy products and services that minimise water use where possible and are ‘future-proofed’ 
against more extreme weather e.g. sustainable urban drainage systems (SUDS). 
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Appendix 33: 

Grange Academy Forest School: Harmful Flora and Fauna Information Sheet 

 
Golden Rules of Prevention:   

1. Know your plants: know which plants are harmful so you can avoid them and minimize your exposure. 

2. Don't eat unknown plants: NEVER eat a plant or berry unless you can positively identify it as being not harmful. Even then, it needs to 

be washed thoroughly, or potentially cooked to ensure its safe to consume. 

3. Dress properly: wear long pants and shirts when possible to minimize contact with their skin. 

4. Wash your hands and clothing: when you encounter an unknown and possibly harmful plant, you should wash your hands or the 

clothing that came in contact with the plant. 

5. Be careful touching pets: pets can carry the oils of poisonous plants on their fur. When you pat them, the poison substance is 

transferred to your hands. 

6. Don't burn unknown plants: burning a plant may get rid of it, but the smoke may contain poisonous compounds. Inhaling fumes from 

poisonous plants can be very hazardous. 
 

Picture: 
Name and 

description: 
How is it harmful? 

Where to 

find it? 

 

Poison Ivy  

 

Each stem grows into 

three “leaflets” that might 

help you notice it in the 

woods. 

 

 

 

It has an oily sap in its leaves 

called urushiol. This causes 

an allergic reaction that 

can make your skin red, 

swollen, and itchy.  

 

Rarely present in 

the UK (USA 

mostly) 

 

Poison Oak  

 

It looks a lot like poison ivy, 

but its leaves are more 

similar to those of an oak 

tree. The sun-facing side of 

the leaf has tiny hairs on it 

and is a darker shade of 

green than the ground-

facing side. 

It could be hours or days 

before your skin reacts to 

the plant sap (urushiol). And 

your rash may eventually 

turn bumpy and form blisters 

that ooze. 

Rarely present in 

the UK (USA 

mostly) 

 

Poison Sumac  

 

Each stem has 7 to 13 

leaves and clusters of 

green berries that droop. 

Rash: Cool showers and 

calamine lotion might help 

relieve the itch, but mostly, 

you wait: A week or two 

should bring relief. See your 

doctor if the rash is on your 

face or private parts, covers 

more than 25% of your 

body, you notice pus from 

the rash, or you breathe in 

smoke from burning leaves. 

Rarely present in 

the, this woody 

shrub grows in 

wet, swampy 

areas all over 

the U.S. 

 

Giant Hogweed  

 

It has umbrella-shaped 

groups of small white 

flowers, leaves with deep 

creases, and stems with 

white hairs and purple 

splotches. It grows as tall 

as 15 feet. 

Its sap can make your skin 

more sensitive to ultraviolet 

light, which could blister, 

burn, or scar it, sometimes 

permanently. It could even 

damage your vision. 

Regarded as the 

UK’s most 

dangerous 

weed; present 

all over the 

country. It lives in 

the rich, wet soil 

near ditches, 

streams, and 

farms. 
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Stinging Nettle 

 

Stems grow unbranched 

in patches to about 4 feet 

tall, but sometimes as high 

as 6 feet. Look for those 

stinging hairs on the stem, 

which are the tell-tale 

sign. 

 

The little hairs on the stems 

of these plants can inject 

your skin with a 

combination of chemicals. 

One of these, formic acid, 

helps put the “sting” in bee 

stings and fire ant bites. It’s 

part of what causes the 

itchy and even painful 

allergic skin reaction.  

Very common in 

the UK. 

 

Wild parsnip  

 

Coarse, saw-toothed 

leaves grow on hairy, 

grooved stems that are 2 

to 5 feet tall. The yellow 

flowers grow in an 

umbrella pattern like other 

plants in the carrot family.  

When juice from crushed 

leaves, stalks, or flowers 

touches your skin, sunlight 

can cause a skin rash within 

a day or two.  

Wild parsnip is a 

wildflower of 

grassland and 

road verges, 

mainly found in 

central and 

southern 

England. It is 

most usually 

found in neutral 

or calcareous 

areas. Look for 

distinctive yellow 

flower in fields, 

roadsides, 

pastures. 

 

Foxglove 

 

A tall, majestic plant with 

long spikes of tubular 

flowers. Its bell-shaped 

flowers are often bright 

purple but can be white, 

yellow, or pink. It blooms in 

the spring. It also has a 

fruit with lots of seeds, 

which kids sometimes eat. 

All parts of the flower are 

poisonous and can 

slow/disrupt your heart. They 

contain toxic cardiac 

glycosides. Ingestion of any 

parts of the plant can result 

in severe poisoning. 

Symptoms include nausea, 

headache, skin irritation 

and diarrhoea. In severe 

cases it can lead to visual 

and perceptual 

disturbances and heart and 

kidney problems.  

Grows 

throughout the 

UK, along 

woodland 

edges, roadside 

verges and 

hedgerows. It 

can grow up to 

2m tall and is 

found in 

heathland, 

woodland 

edges and 

gardens. 

 

Bitter Nightshade 

This woody perennial has 

a stem that grows through 

the year. It can reach up 

to 6 feet. Purple flowers in 

groups of three or more 

bloom around July or 

August. Has roundish, 

juicy, glossy, red, 

poisonous berries. Has 

purple-green, bell-shaped 

flowers and un-toothed, 

oval leaves. The berries 

are green and they ripen 

to black. 

All parts of the plant are 

toxic, but the berries are 

especially poisonous 

(solanine). It can give you 

headache, drowsiness, 

stomach ache, vomiting, 

trembling, lowered 

temperature, dilated pupils, 

and diarrhoea.  

If you think someone’s 

eaten it, get them to a 

doctor right away. 

Flowers mainly in 

the southern half 

of the UK in 

woodland, 

along paths and 

in scrubby areas. 

Somewhat 

common, the 

bittersweet, 

sometimes 

called woody 

nightshade, is 

often found in 

hedgerows 

 

Jimsonweed 

 

This strong-smelling 

nightshade herb has thick 

stems that grow 4 feet tall, 

with leaves up to 3 inches 

long. 

Nectar from the white, 

trumpet-shaped flower 

could make you sick, along 

with the leaves, and even 

the seeds, which some 

people use to get high. It 

makes you nauseous, thirsty, 

and feverish, weakens your 

pulse, and raises your heart 

rate. You might even forget 

An annual weed 

of gardens, 

roadsides and 

other waste or 

cultivated land. 

It is widely 

naturalised in 

warmer 

countries 

throughout the 

world, and is 
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where you are or see things 

that aren’t there. 

quite common 

in the British Isles, 

often appearing 

in waste and 

cultivated 

ground 

 

Mistletoe 

 

Its stems are thick and 

easy to break, with lots of 

branches. The leaves are 

often thick and stay green 

all year. Its little yellowish 

flowers don’t have petals. 

The small, white berries 

have one seed and 

contain a sticky, 

poisonous pulp. 

The berries can give you 

diarrhoea and slow or stop 

your heart 

This plant lives off 

of other trees 

and shrubs, 

which makes it a 

parasite. 

 

Oleander 

 

This tall shrub has long, 

leathery leaves that grow 

in groups of three. Bright 

clusters of flowers bloom 

at the ends of branches in 

colours that vary from red 

and pink to white. 

All parts of the plant are 

very poisonous. Just one 

leaf is enough to kill an 

adult. You may have serious 

stomach pain, diarrhoea, 

vomiting, dilated pupils, 

dizziness, and breathing 

problems. 

Quite 

uncommon in 

the UK unless 

cultivated by 

choice by 

gardeners. 

 

Azalea and 

Rhododendron 

 

Genus of shrubs and small 

to medium trees, the 

smallest species growing 

to 10–100 cm tall, and the 

largest. The leaves are 

spirally arranged; leaf size 

can range from 1–2cm to 

over 50 cm. In some 

species, the undersides of 

the leaves are covered 

with scales (lepidote) or 

hairs (indumentum). Some 

of the best known species 

are noted for their many 

clusters of large flowers. 

There are alpine species 

with small flowers and 

small leaves, and tropical 

species such as section 

Vireya that often grow as 

epiphytes.  

The leaves, nectar, and 

flowers of these bushes can 

poison you, though you’d 

need to eat a lot. It irritates 

the mouth and could make 

you nauseated enough to 

vomit. Kids may mistake it 

for honeysuckle and eat the 

nectar. 

Thrive in fertile 

acidic soil, 

especially in the 

south of 

England. 

 

Lords-and-ladies (Arum 

maculatum) 

 

Also known as cuckoo 

pint, you’ll find this plant in 

woodland and along 

hedgerows. It has large, 

arrow-shaped, purple-

spotted leaves at the 

base of the plant. Its 

flowering spike has a 

yellow-green hood 

(technically known as a 

spathe) surrounding the 

flower spike (spadix). Its 

Take care when handling 

this plant. All parts of it can 

cause allergic reactions, but 

the berries are particularly 

poisonous. The plant 

contains minute needle-

shaped crystals which can 

severely irritate the skin. 

Consumption can lead to 

throat swelling, breathing 

difficulties and stomach 

irritation. It’s rare to 

accidentally eat large 

quantities of this plant 

because it has an acrid 

Shade loving 

plant native to 

UK woodlands 

and hedgerows. 
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berries are green, orange 

or red, depending on their 

ripeness. 

taste and gives a tingling 

sensation which acts as a 

warning. 

 

Monkshood (Aconitum 

napellus) 

 

Its attractive hooded blue 

flowers have made it a 

popular garden plant and 

you’ll find cultivars in 

varying colours including 

pink, yellow and white. Its 

flowers grow on tall spikes 

that bloom between June 

and September 

Also known as Adam and 

Eve or devil’s helmet, this is 

one of the UK’s most 

poisonous plants. All parts of 

the plant are poisonous, 

particularly the roots. If 

ingested, it can cause 

stomach pain and dizziness. 

The poison also affects the 

heart and in large amounts 

can be fatal, but poisonings 

are rare as it has such an 

unpleasant flavour. Toxins 

can even transfer to the skin 

via cuts, so it is important to 

always wear gloves when 

handling plants in your 

garden. 

 

It’s widely 

naturalised, but 

may be native in 

damp 

woodlands, 

meadows and 

along ditches in 

the southern half 

of the UK. 

 

Poison hemlock (Conium 

maculatum) 

 

Poison hemlock is 

sometimes confused with 

other species in the 

Apiaceae family such as 

cow parsley. It’s a large 

plant up to 2m tall, with 

hollow, purple-blotched 

stems. The mature plants 

have an unpleasant smell 

apparently similar to 

mouse urine. 

It contains several toxic 

alkaloids including coniine 

and is poisonous to humans 

and livestock. Consumption 

of just a small amount of 

any part of the plant can 

cause respiratory paralysis 

and death. 

 

Grows in damp 

areas along the 

edges of 

woodland, 

along ditches, 

streams and 

roadside verges. 

 

 

Lily of the Valley 

 

It blooms in early spring 

with beautiful little white 

bell-shaped petals. 

The lily-of-the-valley can 

easily induce fatigue, 

diarrhoea and vomiting. 

Extreme poisoning after 

ingestion of the plant leads 

to irregular heart beat and 

mental confusion. Always 

wash your hands well after 

touching the plant – better 

yet, use gloves. Even a small 

dosage is enough to lead in 

a fatal end in pets and 

children. 

Lily-of-the-valley 

is usually found 

in dry 

woodlands. It 

favours chalky 

soils and can 

also be found in 

limestone 

pavements as 

well as gardens. 

This plant is 

located in 

various areas of 

the UK but is not 

common in 

Scotland or 

Ireland. Trees 

woods and 

wildlife 

 

Hydrangea 

 

Medium-sized bush with 

blossoms. It's a perennial 

decorative plant which 

blooms every year with 

large, ball-shaped flowers 

that reach 30cm in 

diameter. Hydrangea's 

petals are long-lasting 

and, most often, come in 

All parts of the plant contain 

cyanide, one of the 

deadliest poisons known to 

man. On the positive side, 

they contain low amounts 

of it. Hydrangeas are 

moderately toxic for pets if 

ingested, same is the deal 

with children. Grown-up 

humans can show more 

resilience. Causes vomiting, 

UK wide. 
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pink, whereas some sorts 

are white, red and blue-

coloured. Depending on 

the pH contents of the soil, 

the colour of the hortensis 

changes from blue (low 

pH), through pale (neutral 

pH), to purple (high pH). 

heavy breathing, lethargy, 

stomach ache and coma in 

the worst cases. 

 

Larkspur  

 

Belongs to the buttercup 

family but it grows in tall 

spikes up to five feet with 

a raceme of flowers that 

starts near the base of the 

stem and extends to the 

top. The stem is hollow 

which distinguishes it from 

the also poisonous 

monkshood plant. Each 

larkspur flower has a 

distinctive dolphin-like 

appearance with a spur in 

the back. After blooming, 

the flowers turn into seed 

pods that start off green 

but then turn tan and 

papery as they ripen. 

These flowers may be 

beautiful to look at but they 

are definitely not for eating. 

The entire plant contains 

toxic alkaloids though the 

young leaves and mature 

seeds are the most 

dangerous.  

 

 

Found mostly in 

the western and 

southern United 

States, larkspur 

prefers moist soils 

at both low and 

high elevations. 

Cultivated in 

some UK 

gardens. 

 

Yew 

Small to medium-sized 

evergreen tree, growing 

10–20 metres tall, with a 

trunk up to 2 metres in 

diameter. The bark is thin, 

scaly brown, coming off in 

small flakes aligned with 

the stem. The leaves are 

flat, dark green, 1–4 

centimetres long and 2–3 

millimetres broad, 

arranged spirally on the 

stem, but with the leaf 

bases twisted to align the 

leaves in two flat rows 

either side of the stem, 

except on erect leading 

shoots where the spiral 

arrangement is more 

obvious. The seed cones 

are modified, each cone 

containing a single seed, 

which is 4–7 millimetres 

long, and partly 

surrounded by a fleshy 

scale which develops into 

a soft, bright red berry-like 

structure called an aril. 

The aril is 8–15 millimetres 

long and wide and open 

at the end.  

• All parts of the yew tree 

except the outer flesh of the 

berries are poisonous and 

can cause death without 

interceding symptoms 

within a few hours. Seek 

medical advice. 

 

UK native tree or 

shrub whether 

planted in a 

contemporary or 

traditional 

setting. It is a 

classic choice 

for planting as a 

free-standing 

specimen, as 

topiary, in 

containers and 

makes an 

excellent, long-

lived hedge. 
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Laburnum 

 

A small tree, often planted 

in parks and gardens. It 

flowers in May and June 

producing large, hanging 

bunches of bright yellow 

flowers, giving this 

beautiful tree its other 

common name of 

'Golden rain'. The fruits of 

this species are typical 

'pea pods', but are twisted 

and black. Common 

laburnum is recognisable 

for its impressive displays 

of hanging bunches of 

bright yellow flowers; these 

turn into shiny, black 

peapods. 

All parts of Common 

laburnum are extremely 

poisonous, but the pea-like 

seeds are particularly 

attractive to children. If 

ingested, they can cause 

nausea and vomiting, and 

can be lethal in large doses 

(15 seeds or more). 

laburnum poisoning often 

occurs when children 

mistake the unripe seed 

pods for peas or beans. 

Widespread in 

the UK. 

 

Bluebell (Hyacinthoides) 

 

Bulbous perennials with 

linear to strap-shaped 

leaves and bell-shaped or 

star-shaped blue, violet or 

white flowers in spring. Has 

linear leaves and erect 

stems bearing arching 

racemes of fragrant, 

narrowly tubular, violet-

blue, or occasionally 

white, flowers in spring.  

Bluebells are also poisonous 

and can also resemble 

spring onions, which is the 

reason why they are 

accidentally eaten. Like 

daffodil bulbs, eating them 

can cause severe digestive 

upset. 

Widespread in 

the UK, 

especially in 

woodland. 

 

Water Hemlock  

 

Has little white buds – 

altogether they resemble 

an umbrella. The plant 

can reach around a 

metre in height and 

belongs to the carrot 

family. The stalk of the 

plant is full of multiple 

small tubular hollows that 

are filled with highly toxic 

brownish liquid.  It can 

easily be confused with a 

blooming carrot, as it looks 

and smells harmless 

enough.  

Water hemlock is one of the 

most toxic plants in nature. 

Symptoms: fatal outcome 

with violent and painful 

seizures. 

Even a small amount of its 

toxic ingredient can poison 

livestock or humans. Seek 

immediate medical 

assistance if you or your 

child ingests the plant. 

It's not a garden 

decorative plant 

but a 

widespread UK 

weed. 

 

Elephant Ear (Caladium)  

 

Beauteous plant with 

intricate leaf colours. Its 

basic shades are red, pink, 

white and green. You can 

stumble upon different 

colour and pattern 

combinations across the 

flower stores. It's a grass 

plant with decorative 

sharp, heart-shaped 

leaves. Caladium never 

reaches more than 30 cm 

in height. Normally, the 

leaves have green edges, 

Elephant ear contains 

calcium oxalate crystals, 

which causes injury when 

chewed. Symptoms are 

vomiting, drooling, swelling 

tongue and oral cavity as a 

whole, which can lead to 

breathing difficulties. 

The poison is not life-

threatening, but should 

symptoms occur, seek a 

physician’s help if ingested. 

Symptoms: irritation and 

feelings of intense burning. If 

tongue swells enough it can 

UK wide. 
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whereas the middle's 

where the extra colour 

appears. 

block the passage of air, 

thus leading to death. 

 

 

Philodendron 

 

Philodendron (Monstera 

Deliciosa), originates from 

the warm tropical forests 

of South America. It's an 

evergreen plant, which is 

sometimes called a 

“green tree” 

(philodendron) or just a 

“weeping tree”, since 

when the air humidity 

increases, large water 

drops form on the leaf 

edges and drip down. In 

its natural habitat, the 

Monstera is a strong vine 

plant with swift green 

stems that look like snakes. 

 

Digesting parts of the plant 

can lead to salivation, 

mouth burning and tongue 

swelling in some cases.  

UK wide 

(uncommon) 

 

Dumb Cane 

 

There are over 50 different 

sorts of dumb canes (or 

dieffenbachia) growing 

around the world. They 

differ by their leaf form 

and colouration, overall 

size and other specific 

biological factors. Usually, 

its leaves are a motley 

combination of dark 

green, light green, white 

and yellow. It can reach 

up to two metres in height. 

 

Dumb canes are indeed 

toxic, but not as dangerous 

as to threaten a human's life 

in general. Be careful not to 

touch the sap of the plant 

and if you happen to do it, 

wash your hands before 

reaching for your face or 

eyes. Symptoms: intense 

burning and irritation, 

tongue swelling. 

 

You can see 

dieffenbachia in 

almost every 

home or 

institution, UK 

wide.  

 

 

Ficus  

 

Ficus is a preferred 

decorative plant. All of the 

ficus plants are evergreen 

trees or bushes, with small, 

shiny leaves which can be 

either plain green or dark 

green, motley (different 

combinations of green, 

dark green, white and 

even grey), smooth or 

curly – with pointy ends. 

Domesticated house 

plants can reach up to 3-4 

metres, in nature it can 

grow higher than 20 m. 

The Ficus family are  also 

called rubber plants. 

Not as severe as other 

poisonous plants. Children 

can get an itching or rash 

when they touch the sap, if 

ingested there is a possibility 

of a worse reaction, such as 

stomach aches and 

diarrhoea. 

Colder parts of 

the UK; 

houseplants. 

They easily thrive 

in a home 

environment. 

 

Angels Trumpet  

 

Has flavourful, heavy 

flowers which resemble 

trumpets. They reach up 

to 20cm in length and 

bloom in different colours 

– white, yellow, pink, 

The plant contains highly 

toxic and potentially deadly 

alkaloids such as 

scopolamine, hyoscyamine 

and atropine. The highest 

concentration of these 

toxins is found in its seeds 

and leaves. Symptoms: fast 

The angel's 

trumpet (also 

known as 

brugmansia) is 

an easy to grow 

shrub that 

adores tropical 

and subtropical 
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orange and creamy. Its 

leaves are large, dark 

green and shiny. The plant 

is quite tall – it reaches at 

least 1.80m in height and 

can grow up to 6m. 

heartbeat, difficult 

breathing, nervousness, 

hallucinations, loss of 

memory, coma, paralysis, 

coma and death. 

climate with 

cool nights and 

warm days. 

Cultivated in 

some UK 

gardens. 

 

Machineel 

 

Hippomane mancinella, 

the evergreen 

manchineel tree, grows 

up to 15 metres tall. It has 

reddish-greyish bark, small 

greenish-yellow flowers, 

and shiny green leaves. 

The leaves are simple, 

alternate, very finely 

serrated or toothed, and 

5–10 cm long.  

Spikes of small greenish 

flowers are followed by 

fruits, which are similar in 

appearance to an apple, 

are green or greenish-

yellow when ripe.  

Regarded as the most 

dangerous tree in the world 

because of the strong toxins 

found in almost all parts of 

the tree. The acidic sap can 

cause blisters on the skin 

and blindness if it gets in 

your eyes. A bite of the 

small greenish-yellow fruit 

can be fatal, and the 

smoke from burning the 

branches and leaves can 

damage the eyes and lung.  

A tropical tree, 

the Machineel is 

native to Florida 

and is called the 

beach apple 

because it 

resembles an 

apple tree and is 

found along the 

coast and in 

salt-water 

swamps. Rare 

but does occur 

in the UK. 

 

Elderberry 

 

The elderberry can be 

recognized by its 

distinctive umbrella-

shaped cluster of purple-

black berries. It also has 

compound leaves that 

have one leaf at the top 

and pairs of leaves 

opposite each other 

along the stem. In the 

spring and early summer, 

the yellowish-white flowers 

grow as a flat-topped 

cluster or umbel. 

Though cooked elderberries 

are edible, the remaining 

parts of the plant and its 

uncooked berries contain 

glycosides that turn into 

cyanide when consumed. 

It is commonly 

found in fields 

and shady areas 

throughout the 

UK. 

 

Castor Beans  

 

The plant is an ornamental 

woody shrub with star-

shaped glossy green 

leaves and feathery 

flowers that grow in 

clusters at the tops of the 

stem. 

Contain ricin, one of the 

most toxic naturally-

occurring substances 

known to man. The oil is 

used medicinally, but only 

because the ricin toxin is 

removed during processing. 

When eaten raw, even a 

single ounce of the castor 

bean seed can be fatal.  

Native to Africa, 

the plant is 

cultivated in the 

UK in gardens. 

 

Daffodil  

 

It is among the first to 

flower in the spring, 

sprouting with a colourful, 

showy flower on top of a 

long green stalk. 

Common cause of 

poisoning, especially 

among pets. Eating any 

part of the plant, including 

the bulb, can cause 

gastrointestinal distress.  

Common in the 

wild and 

gardens in the 

UK. 
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Iris  

 

easily recognized 

because of their showy 

flowers that have three 

large colourful sepals and 

three interior petals that 

droop downward. 

All species of the Iris contain 

a toxic compound that is 

concentrated in the roots. 

Symptoms of Poisoning: The 

gastrointestinal tract may 

become affected by the 

glycoside iridin, causing 

nausea, vomiting, 

abdominal pain, diarrhoea, 

and fever. Also Iris can 

cause skin irritation or 

dermatitis. 

In the wild, the 

Iris is found 

across North 

America on 

grassy slopes, 

meadows, bogs, 

and along 

riverbanks; 

cultivated in 

gardens in the 

UK. 

 

Jack-in-the-Pulpit  

The flower is only three to 

four inches tall with a 

tubular base (Jack) and a 

hood (pulpit) that curves 

over the tube. This hood is 

green with white or 

purplish stripes. The plant 

has several big, showy 

leaves that often obscure 

the flower. 

Contains a calcium oxalate 

toxin that is found primarily 

in the roots. Causes sickness 

and vomiting when eaten. 

Common in the 

woods. 

 

Wild Poinsettia (AKA Fire 

on the Mountain) 

 

has lobed leaves with 

irregular red blotches on 

the base of the uppermost 

leaves. It releases a milky 

sap that aids in 

identification. 

The sap is toxic as well as 

irritating to the skin.  

Poinsettia is 

native to the 

tropical climates 

of South 

America; 

somewhat 

common/rare in 

the UK; mostly 

cultivated in 

gardens. 

 

Rosary Pea 

 

The plant has a distinctive 

red and black pea that is 

so uniform in size that it is 

used as a standard for 

weight measurement. 

The seeds of the rosary pea 

are highly toxic - a single 

seed could kill you.  

 

Somewhat 

common/rare in 

the UK; it is 

considered an 

invasive weed. It 

grows in 

pastures, 

abandoned 

farms, roadsides, 

and similar 

disturbed areas 

 

White Snakeroot 

It grows up to three feet 

tall with thin stems and 

large egg-shaped leaves 

that have toothed edges 

and pointed tips. The 

flowers grow as clusters 

with tiny, hairy protrusions. 

The leaves and stems of the 

plant contain the toxin 

tremetol, which is extremely 

poisonous. Causes skin 

irritation. 

Somewhat 

common/rare in 

the UK; mostly 

cultivated in 

gardens. 

 

Corn Cockle 

 

The plant is covered with 

fine hairs on its stem. Each 

stem has a single deep 

pink to purple scentless 

flower with a ribbed bulb 

at the bottom. The flower 

has small black lines 

marking the purplish 

petals. 

The corn cockle is a hardy 

plant that can be found in 

fields and disturbed areas 

such as roadsides, railway 

lines, and more. Can cause 

skin irritation. 

Somewhat 

common/rare in 

the UK; mostly 

cultivated in 

gardens. 



 

Page 149 of 150 

 

 

White Hellebore 

 

has a cup-shaped flower 

with egg-shaped leaves 

that are toothed and end 

in a point. When 

blooming, the yellow-

green flowers grow in 

clusters at the end of 

each branch. 

All parts of the plant are 

toxic if ingested and the 

seeds and sap can cause 

nasty chemical burns on the 

skin. 

It is found 

natively in 

Europe and 

Asia, but often is 

planted in home 

gardens 

because of its 

showy flowers. 

 

Castor Beans (Ricinus 

Communis) 

The familiar beauty 

component and laxative, 

Castor oil is derived from 

castor beans or seeds of this 

plant. 

But, at the same time, these 

beans also produce the 

deadly toxin, ricin. The 

amount of ricin contained in 

the plant seeds could be 

dangerous for young 

children.  

Cultivated as an 

annual tropical 

plant in the 

northern 

climates and 

kept as 

ornamental 

saplings in pots 

for patios, 

porches or 

decks at homes. 

 

Lantana (Lantana 

Camara) 

shrub bears vibrantly 

coloured clusters of 

flowers 

Lantana berries could be 

fatal if ingested. The leaves 

could cause a vicious rash. 

Commonly 

grown as an 

annual plant in 

hanging pots by 

gardeners. They 

are resistant to 

droughts and 

could live on 

minimal rainfall. 

These are also a 

staple in 

butterfly gardens 

and are known 

to attract 

hummingbirds as 

well. 

 

White Baneberry (Actaea 

Pachypoda/ Actaea 

Alba)  

 

Interestingly enough, the 

White Baneberry is also 

known as the “doll’s eyes” 

owing to its very peculiar 

and rather spooky 

appearance 

This plant could be highly 

poisonous to all living 

beings, so much so that it 

even repels insects. Its 

appearance instantly strikes 

as something ominous and 

scary, which warns all 

passers-by against 

approaching it in any way. 

Quite rare in the 

UK. 

 

Tansy (Tanacetum 

Vulgare)  

 

perennial herb that’s 

commonly grown for the 

golden flowers that it 

yields. It blooms several 

cute, button-like flowers at 

once that make for a 

wonderful sight. 

Toxic to humans and 

animals alike. Brushing up 

against this plant could give 

you a rash. If ingested, the 

plant could also produce 

toxic metabolites in the liver 

and digestive tracts once 

broken down during the 

process of digestion. 

Fairly frequent 

throughout 

Britain. 

 

What to do: If you think a child or adult has eaten part of a suspect plant, seek medical advice immediately from a hospital 

accident & emergency department. Take a sample of the plant with you (as many parts of the plant as you can for 

accurate identification e.g. leaves, flowers, fruits, stem). Do not panic and do not try to make the person sick.  Call 999 if 

someone has a seizure, has trouble breathing, or loses consciousness. If the throat or mouth feels burned or irritated, try to 

drink a little milk or water. Get away from any suspected toxic fumes and into the fresh air. If the poison got onto skin, rinse it 

quickly. If it got into the eyes, rinse them with saline drops if possible, and continue for 15-20 minutes.  
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