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Associated Policies & Documents

Policy or File Name

Association Type

Forest School Operating Procedure

Emergency Operating Procedure

Walking off site Risk Assessment

Walking off Site Operating Procedure

Risk Management & Assessment Policy

Notes

An associated policy is defined as meeting one or more of the following criteria:
1. It Is referred to by this policy
2. It refers to this policy

3. It covers a specific topic referred to by this policy

4. It covers a topic/procedural area that may be relevant to aspects of this policy
5. It has aspects that overlap and/or should be considered in conjunction with a
topic/procedural area covered by this policy

Each criterion that this policy satisfies is shown in the table above.
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Introduction

HARE Forest School is committed to supporting each child’s health and well-being. Outings are
planned to provide varied and interesting learning experiences for children attending our workshops.
Risk assessments are carried out prior to all outings and adequate insurance is in place. This policy
outlines how we conduct outings at HARE Forest School. This policy is available to all
Parents/Guardians.

Types of Outings

Walking off Site: We are lucky to run Forest School from an enclosed ancient woodland site, which is
surrounded by forest. As part of some of our Forest School workshops, we walk off the site we are
based at, into the Forest which is open to the public.

Day Trips & Outings: On occasion, we may arrange day trips or half-day trips, as a group outing
further afield, to enhance our provision. These could be, for example, to visit local growing projects
or other Forest Schools, educational trips or a fun day out at the end of term. When planning trips
further afield for children, we will seek consent from parents in advance of the trip and follow this

policy.

Walking off Site

Walking off site enables children to explore a wider area, play different games and experience a
different type of woodland. It also enables them to gain a more physical and sustained type of
exercise as we walk. These walks are part of a normal forest school session and have been risk
assessed. When taking children for an off site walk, we will follow our Walking off Site Operating
Procedure. In the case of an emergency, we will follow our Emergency Operating Procedure.

We have gained consent from Forestry England to walk on the land they manage, and our insurance
covers us for walks from our Forest School site.

The risk assessment, our Emergency Operating Procedure and our Walking off Site Operating
Procedure are available on the Terms and Conditions page of our website. This risk assessment is a
working document and is updated at any time an additional risk is identified.

Risk Assessment

A detailed Risk Assessment is carried out by HARE Forest School staff for all our activities, including
outings. For day trips or outings further afield, a risk assessment is carried out on the proposed
outing location and planned transportation. This is completed prior to the outing itself and is used to
determine how many members of staff are needed to accompany children.

The risk assessment identifies and assesses the risks a particular outing may pose to the safety,
health and wellbeing of any child being taken on the outing and specifies how the identified risks will
be managed and minimised.
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Consideration of the following is included in the outing risk assessment:

The transportation and route for the outing

The destination and proposed duration

The type of activities that will be taking place on the outing

The weather forecast — will sunscreen and/or rain gear be required?
The number of adults and children involved in the outing

Additional needs of children attending

Water hazards and water-based activities

Children’s allergies

Insurance requirements

Potential of public accessibility on the outing

Depending on the outcome of the Risk Assessment, it may be necessary to consider alternative

locations for the outing. All staff are made aware of the Risk Assessment prior to the outing.

Parents/Guardians are advised that the risk assessment is available to them prior to the outing.

Further details about our risk assessments can be found in our Risk Management & Assessment

Policy.

Information for Parents

Parents are given the following information prior to a day trip or outing further afield:

The date of the proposed outing (or details if it will be a regular occurrence)

Information on the destination of the outing and transport to the location

The duration of the outing and how long the child will be away from the Forest School site
The adult: child ratio for the outing

Details of adults who are not HARE staff attending the outing (such as parent volunteers)
Details of the drop off and pick up arrangements and times

Cost of the outing

Consent for day trips off site is not considered to be part of our normal sessions. Consent will be
sought from parents, for each child to attend the trip.

Preparation for a Day Trip or Outing without Parents/Guardians

Prior to an outing further afield:

An operating procedure is prepared. The operating procedure outlines the plan for the day
and staff responsibilities and ensures that the day is well planned.

An emergency operating procedure is prepared, so that all staff understand their
responsibilities if they need to manage an accident or incident. This includes what staff will
do if a child goes missing while on the outing.

All staff who work at the session the outing is planned for and all Parents/Guardians with
children attending the workshop are informed that an outing is taking place.

The Forest School Manager checks that adequate insurance is in place for the outing.

A named member of staff is designated as the lead for the outing
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Supervision

All staff attending the outing are aware of the number of children they are supervising and
also the specific children that they have responsibility for.

A register is taken of all the children attending the outing, with a name to face check, before
leaving the Forest School site, on arrival at the outing location, at regular intervals while on
the outing, leaving the destination and on return to the Forest School site.

A group photograph is taken (with prior consent from Parents/Guardians) before each outing
so there is an up to date photograph of all children in the clothes they are wearing on the
day.

Children are given a bright coloured vest or similar to wear so that they are easily identifiable
as being with HARE Forest School.

At all times when on an outing, children are appropriately supervised by a member of staff.
Particular care is given to supervising children at pick up and drop off especially if this is
taking place in a different location from normal.

There will be an extra adult on each outing who is not included in the adult: child ratio who
has a supervisory role.

HARE Forest School ensures that adult: child ratios are adhered to in line with our insurance
policy, the needs of the group and the risk assessment we have conducted.

If Parents/Guardians are attending the outing they are aware that they must only supervise
their own child, unless they are also a HARE Volunteer or member of staff.
Parents/Guardians attending the outing are provided with information about the outing and
their role on the outing a set period of time before the outing takes place. Parents/Guardians
are aware of who the person in charge is on the day of the outing.

Communication During an Outing

A fully charged mobile phone is taken on all outings by the person leading the outing.
Parent and guardian contact details are brought on the outing for all children in attendance.

e One staff member has a responsibility for these contact details and all staff know where they
can be accessed.
e Parents/Guardians of the children attending have a contact number they can phone while
the children are on the outing.
e Staff are aware if there is a landline available at the outing location in case of emergency.
Clothing

Parents/Guardians are informed prior to the outing the clothing that is advised and if any additional

clothing items are needed, particularly if this is different from the usual kit list. Please see our Kit list

for general advice on clothing for outdoor sessions.

Food and Drink
Parents/Guardians will be advised of food and drink requirements prior to the outing taking place,

for example, if a packed lunch is needed. General food safety guidelines will be followed, for

example, children will be asked to wash their hands prior to eating. HARE Staff will ensure children

will have access to water on an outing. Any child with an allergy attending an outing is known to staff

and their emergency plan and medication is brought on the outing.
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Accidents and Incidents
A fully stocked first aid kit will be brought on all off site visits and at least one qualified first aider will
attend every outing, including walks off site.

e Medications required by any children attending the outing are brought on the outing and
stored in accordance with the guidelines for the medication.

e The individual care plans of any children attending are brought on the outing.

® An emergency operating procedure will be drawn up for each day trip further afield. This
outlines the plan in the event of an accident or incident.

Transport

HARE Forest School will ensure that all transport vehicles to and from the outing venue are
roadworthy, fully insured and fit for purpose. Records will be kept of vehicles used to transport
children and adults with named drivers and insurance cover. All vehicles will have appropriate seat
belts and child restraint systems correctly fitted where necessary.

This policy was adopted by HARE Forest School CIC on 26/09/2023
Date:
Signed: C.Berrow To be reviewed: 26/09/2024
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