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1, What is Forest School?  

Forest School uses the outdoors to help all children learn.  It nurtures an understanding and respect for 

natural places.  The ethos of Forest School is based on developing self-esteem, confidence, 

independence and responsibility in the children in all ages and ability.  This is achieved by regular use of 

the outdoors, especially woodland, throughout the year so seasonal and climatic changes are 

experienced first-hand.  Whilst there is a structure, it is primarily a child led experience where each 

individual is encouraged to express their views, make choices and initiate activities.  Children are given 

time and space to use their imagination and be creative.  

Forest school evolved in Scandinavia in the 1950s although nature nurseries had been around for many 

years.  It has spread throughout Europe and began in Britain in the 1990’s.  

All children and staff are required to wear waterproof clothing and suitable footwear.  Adults wear 

protective gloves when the fire is being managed and certain tools are being demonstrated.  

Legs and upper body must be covered during all seasons as protection against ticks.  Please familiarize 

yourself with our posters on display about tick awareness and removal.  

At Little Rays Forest School  

x  All sessions are led by a qualified Forest School Leader together with additional support from 

nursery staff and sometimes parent volunteers, all of whom undergo an induction programme 

and are always DBS checked.  

x  Sessions take place every Monday and Wednesday of the Nursery year within woodlands on 

Loseley Park Estate.  Weather is assessed on a daily basis.  High winds i.e. ones which could turn 

an umbrella insider out, and storms mean cancellation of the session.  

x  We aim for a higher than average staff to child ratio for Forest School, usually 1:4.  When tools 

are used this is only on a 1:1 basis apart from palm drills.  

x  Forest School introduces responsible risk taking through appropriately challenging yet 

achievable tasks under careful supervision  

 x  Activities planned for our Forest School Sessions are both achievable and optional.  

x  The Forest School is managed in an ecologically sensitive manner.  We achieve this by altering 

our base camp with the seasons, thus allowing the used site time to recover.   

x  All parents are encouraged to join in a Forest School session or join in on our Open Day.  Every 

child is offered a minimum of 1 session weekly.  

x  Little Rays Forest School is designed to enhance and complement our day to day curriculum with 

Early Year Foundation Stage.  It forms part of a planned and well organized programme enabling 

children to build on previous achievements and skills.  

  

  

  

  



 

 

  

2.  Little Rays Forest School Code of Conduct  

  

Daily Briefing  and risk assessing by all staff. 

Prior to the journey, the group are reminded of safety rules and to look after each other.  All children 

know that on hearing the whistle, they must go to the nearest adult. Or when 1,2,3 come back to me is 

called by any adult.  

A no pick no lick policy is always followed. Blackberry season children must show and check with an 

adult before eating.  

All boundries and fire safety rules are always explained at each session.  

Risk assessment by staff is carried out every session and recorded on a check list.  

A wheelbarrow comes out on most trips.  This contains all our equipment for the day.  A container of 

water is filled prior to entry to the session if we are lighting a fire.  This is kept by the fire to extinguish it.  

A solar shower is also filled with water and taken with the hand washing equipment. 

Boundaries  

At the start of any Forest School programme, once at the site the children play ‘boundary’ games in 

order to learn how far they can go.  An adult will always accompany any child or group if they are 

exploring further away from base camp. Boundaries are explained before each session.  

Picking Up and Playing with Sticks  

Children can carry sticks shorter than their arm’s length but need to think about how close they are to 

other children.  Longer sticks can be dragged, rolled or carried with a child at both ends.  Sticks must not 

be thrown, nor are children allowed to pull them from living trees.  

  



 

 

Rope and String Use  

We use rope and string for many activities at Forest School.  Children are taught various common knots 

and how to ‘square lash’ pieces of wood together.  A shelter is put up at base camp and children help 

with string pegging and tightening on guy ropes.  

We also use ropes for play which include our rope swing, tyre swing and ropes to climb up and down 

slopes.  

Eating and Drinking  

We take our snack with us daily together with any ingredients we may use to cook on the fire. Children 

bring a packed lunch each with them to forest school. Children use anti-bacterial hand wash, taken to 

camp, prior to snack time and rinsed using a solar shower of water.  They are taught not to eat anything 

from the woods and hedgerows unless an adult has sanctioned it – for instance at blackberry time we 

use a no pick no lick policy.  

 

Toileting Considerations  

Children are encouraged to use the toilets prior to leaving the football club.  If a child needs to go to the 

toilet whilst at Forest School, children can go behind the trees with adult supervision, but we also have a 

‘porta potty’ they may use if they wish.  

The Fire Circle  

This consists of a circle of logs positioned at least 1.5m from the fire square – a small shape of logs with 

the fire at the centre.  The children are trained to approach the fire circle from behind with their log 

stools – ALWAYS.  They move around the circle BEHIND the log stools.  The children will have practiced 

the correct behaviour around the ‘fire’ many times before a fire is lit.  The fire will only be lit if 

conditions are suitable and if the Leader is convinced that the group understand and carry out the ‘Fire 

Circle Rules’.  The fire is always attended by an adult, children are only allowed into the fire circle if 

invited on a 1:1 basis or toasting marshmallows at the end of a session on a long stick.  This is always 

one designated entry point.  There is a rigid procedure in place for extinguishing the fire. The fire is 

always put out by a forest school leader who also thoroughly checks its always out.  



 

 

 

Collecting the wood  

Wood for the fire is collected by the children either within the boundaries of the camp or within small 

groups with adult supervision.  The activity of collection wood is great for comparing size and sorting the 

wood with three piles of thickness; matchstick thickness the shortest; pencil size the medium sticks; 

thumb thickness being the longest sticks.  

Leaving the site  

Any equipment used is either stored in our Forest School unit on site or taken back in the wheelbarrow.  

The fire is left totally extinguished and the water container is brought back to the football club ready for 

the next session.  

  



 

 

 

  

3.  Using and storing tools  

Tools are counted in and out; kept in appropriate containers and stored in the Forest School shed when 

not in use; children are not allowed to help themselves.  Tools are given out for a purpose and all adults 

should model there correct use and storage.  Each tool has been individually risk assessed.  All tools are 

checked regularly for signs of wear and tear.  

Potato Peeler  

Used for debarking wood and sharpening ends of sticks.  Adapt 3 point stance (see below) and cut away 

from body ensuring safe distance from others.  

Fixed Blade Knife  

The fixed blade knife is mostly used for whittling at Forest School by a Supervisor.  There may be an 

opportunity for the children to use a fixed blade knife with a trained Forest School member of staff on a 

1:1 basis if the individual is ready.  The knife is removed from its sheath and returned as soon as the 

individual has finished, checking for any damage to the blade or handle before use by a trained Forest 

School member of staff making sure that it is safe to use.  When the fixed blade is used there will be a 

clear space around the individual a ‘bubble’ the length of their arm stretched out with the tool.  There 

are two positions for using the knife either the 3 point stance; kneeling with dominate side knew on the 

ground and the other knee raised.  When sitting using the knife you sit learning forward with your legs 

parted.  

Bow Saw   

Before use the bow saw is checked for safety by checking there are no missing teeth, notches or 

weakened points and if the blade needs tightening.  A child used the bow saw on a 1:1 basis with a 

Forest School trained member of staff who decides which bow saw is needed depending whether the 

  



 

 

wood is dry or green wood.  The cutting area is set up with an A-frame which is height to the child using 

the saw.  Other children can help to steady the wood during cutting but there must be a space around 

the child of the saw and the child’s arm length.  The child places both hands in the guarded end of the 

bow saw with the adult holding the other side.  Sighting cuts are started by the child pulling the saw 

towards them for 3 pulls and then back and forth using long strokes.  

Palm Drill  

A palm drill will be used again on a 1:1 basis for drilling holes in disks of woods.  The disk is secured on a 

level block of wood to drill the hole.  The drill is used by pressure applied to the handle which is rotated 

in a clockwise directions.  

  

4.  Equipment and Forest School Emergency Kit  

In addition to tools suited to planned activities, the Forest School leader will always take:  

x First Aid Kit which include a burns pack, First Aid forms and emergency blanket x Fire 

blanket and fire lighting equipment (in labelled backpack) x Water, towel and antibacterial 

handwash x Toileting items and spare clothes x Thermos of hot water x Emergency whistle 

x Medical information and emergency contacts of all in group (including staff and helpers) x 

Medication for specific children (clearly labelled/staff trained to administer and parental 

consent received)  

x Mobile Phone x Risk Assessments includes Grid Reference of 

Forest School site  

  

5.  Health and Safety at Forest School  

1. All Forest School sessions are led by a level 3 Leader who has undergone safety training with 

regard to the outdoor environment.  The walk to the site and each activity taking place within 

the Forest School programme, have been individually risked assessed.  The 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.  

2. Benefit risk assessments  have been carried out as well as a daily risk assessment check. All staff 

are to carry out visual and on the spot risk assessments daily.  

  

3. The Forest School Leader or Assistant will carry a First Aid kit and mobile phone  

  

4. The Forest School Leader or Assistant will always carry an Emergency Bag.  

  

5. The Forest School Leader will ensure that the Emergency Bag contains:  

  

a. Essential survival equipment  

b. A contact list for each child undertaking the activities, and;  



 

 

c. The Nursery’s telephone number  

  

6. In the event of an emergency, the Forest School Leader will contact the emergency services 

then contact the pre-school owner.    

  

7. When tools are used the adult/child ratio will always be 1:1 unless specified.   

  

6.  Safeguarding Children, Confidentiality and Forest School  

Little Rays fully recognizes its responsibility for child protection and for confidentiality.  Our  

Safeguarding Children Policy, which applies to all staff and volunteers working in the pre-school, has six 

main elements.  

- We practice safe recruitment in checking the suitability of staff and volunteers who work 

with children i.e. all staff are DBS checked.  

- The Child Protection Liaison Officer and staff attend regular updates on Safeguarding 

Courses and keeping informed via Surrey Safeguarding Children Board.  

- We develop and implement procedures for identifying and reporting cases, or suspected 

cases of abuse.  

- We support children who have been abused in accordance with his/her agreed child 

protection plan  

- We establish a safe environment in which children can learn and develop  

- We ensure that pupil and parental rights are respected and that vulnerable individuals are 

protected from risk or exploitation as per the Surrey LEA document ‘Safe Use of Images’.  

In addition, adults working within Forest School need to appreciate that when children feel 

comfortable and content, when their instinct to trust and risk-take is encouraged, they may be moved 

to disclose information which they might otherwise keep to themselves.  Any volunteer or member of 

staff who finds that a child is telling them something which concerns them should follow these simple 

steps:  

- Listen, but ask NO leading questions.  Remember that you must not promise to ‘keep a 

secret’.  The general rule is that adults should make it clear that there are limits to 

confidentiality at the beginning of the conversation.  

- Comfort, the child if appropriate  

- Inform the Child Protection Liaison Officer, or deputy as soon as possible, and make a 

written record of the concern, following the procedures outlined in our Safeguarding 

Children Policy  

  

7.  Equal Opportunities, Inclusion and Forest School  

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

ensure that we promote that we individuality of all our children, irrespective of ethnicity, attainment, 

age, disability, gender or background.  



 

 

We undertake to ensure that all children:  

- Feel secure and know that their contributions are valued.  

- Appreciate and value the difference they see in others  

- Take responsibility for their own actions  

- Participate fully regardless of disabilities or medical needs  

  

8.  Risk Assessment Guidelines and Forms  

A site risk assessment is carried out every week and a daily check made before every Forest School 

sessions in Loseley Park Woodlands.  

In addition, an activity risk assessment will be in place for any activities that may require it, such as stick 

whittling, wood cutting, shelter-building and fire-lighting.  Additional risk assessments will be carried out 

for children whose behaviour or medical condition demands them.  

The risk assessment process is as follows:  

x  We look for hazards x  We decide who could be harmed and how this might happen x 

 We evaluate the risks and decide whether the existing precautions are adequate or 

whether more should be done. Risk benefit assessments are also done to out weigh the risk if 

the children really benefit from the activity.  

x  We record our findings, We review our assessments and revise them if necessary  x 

 We inform all adults accompanying the group and require them to sign to show they 

have read and understood the concerns.  

 x  We take a copy with us on our clip board.  

  

9.  Forest School Accident and Emergency Procedures  

If any emergency occurs, the owner/manager must be contacted as soon after the emergency services 

have been called.  Name of child/ children/adult/staff details of injuries must be passed on plus action 

taken so far.  The leader will resume overall control of the group, but may need to delegate 

responsibility to other adults.  

The Leader will:  

x  Establish the nature and extent if the emergency as quickly as possible x  Ensure that 

the entire group are safe, looked after and stay together.  If a child is missing a member of the 

team may be delegated to search areas as well as any available staff from Little  

Rays to come and aid in the search x  Phone for emergency 

services if appropriate.  They will ask for: o Your Name                                     

o Contact telephone number 07968 067 679  o 

Exact Location/ Grid Reference SU978478 o 

Access Point: same as Grid Reference   



 

 

 x  Ensure a member of staff accompanies child to hospital in ambulance if parent unable to reach  

Little Rays quickly x  Record, as soon as possible, nature of the injury, date and time, location 

and any witness details x  Keep a written account of all events, times and contacts after the 

incident.  

x  Complete an accident report form as soon as possible.  Contact H.S.E. if necessary x 

 Keep receipts for any expenses incurred – insurers will require these.  

If for any reason, the media become involved, 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 the media must be referred to the Manager or Deputy.  No one in the 

group should discuss legal liability with other parties nor sign anything relating to accident liability 

without clear advice from the management team of Little Rays.  

 

Emergency procedure if an Adult Forest school leader requires emergency treatment 

In the unlikely event that the forest school leader is injured there is a designated member of staff that 

has the highest qualification and is also first aid trained to follow procedure.  

The member of staff will asses the extent of the injury and make the correct judgement. Emergency 

services to be called or first aid to be carried out.  Members of staff not treating the leader must ensure 

all children are kept safe and moved away from the area and kept calm. Nursery owner to be called and 

attend the site.  

If the leader needs to attend hospital next of kin informed and if in ratio a member of staff or the owner 

must attend hospital with the leader.  

All staff who attend forest school are outdoor first aid trained.  

A folder containing all information and numbers including next of kin for all staff as well as a map with 

the coordinates, is always taken to forest school. 3 members of staff are allowed to take mobile phones 

in case of emergencies these will include the forest school leader and two other qualified individuals 

who must have contact numbers  as well as coordinates for the area stored.   

  

  

  

  

  

  

    

 

 



 

 

 

Safeguarding Children Policy  

Our Aim:  

Little Rays believes that children have the right to be completely secure from both the fear and reality of 

abuse, and we are committed to protecting all the children in our care from harm.  To achieve this every 

member of staff has an enhanced DBS, verified references and safeguarding training at the earliest 

opportunity.  Each staff member, students and volunteers has a copy of the policy and procedures on 

safeguarding and this is regularly reviewed by the team.  

  

Our Designate Child Protection Liaison Officer (DCPLO) is Mairead Cheeseman  

Deputy Designate Child Protection Liaison Officer (Deputy DCPLO) is Kirsty Kemp 

  

These officers have undergone specialist training which is updated on a regular basis.  They are 

responsible for liaising with Social Services.  The Local Safeguarding Children’s Board (LSCB) and Ofsted 

in any child protection matter.  

Little Ray’s child protection procedures comply with all relevant legislation:  

x  The Children Act 1989 x  The 

Children Act 2004 x  Disability Discrimination Act 

1995 x  Equality Act 2010 x  Human 

Right Act 1998 x  Data Protection Act 1998 x 

 Safeguarding Vulnerable Groups Act 2006 x 

 UN Convention on the Rights of A Child x 

 Protection of Freedoms Act 2012 x 

 Disqualification under the childcare Act 2006  

  

Little Rays also complies with other guidance; for example Working Together to Safeguard Children; A 

guide to inter-agency working to safeguard and promote the welfare of children, March 2015 along with 

advice from the Local Safeguarding Children Board.  

  

Contacts are as follows:  

Surrey Contact Centre (LADO)  

Floor 3, Conquest House, Wood Street, Kingston-Upon-Thames, Surrey. KT1 1AB TEL: 

0300 200 1006 option 4 then option 3 or 0300 123 1650 option 3  

  

  

Children Services Social Care Team  



 

 

TEL: 0300 200 1006  

  

Surrey Early Years Contact  

TEL: 0137 283 3826  

  

Ofsted  

TEL: 0300 123 1231  

  

Monitoring and reviewing our policies and procedures  

Little Rays are committed to constantly monitoring and reviewing its policies and procedures.  They are 

immediately updated if there is any new legislation and in the light of serious case reviews.  All updated 

policies are shared with staff, volunteers and students.  They are also shared with parent/carers during 

their settling in period when their child first attends the setting.  

  

Recognising Child Abuse:  

Child abuse manifests itself in a variety of different ways, some overt and other much less so.  All staff 

are required to have child protection training and will be vigilant to signs and evidence of physical, 

sexual and emotional abuse or neglect.  

  

Physical Abuse:  

This involves hitting, shaking, throwing, burning, suffocation or any other physical harm.  Deliberately 

causing a child’s ill health also constitutes physical abuse.  

  

Sexual Abuse:  

This involves forcing or enticing a child to take part in sexual activities, whether or not the child is aware 

of what is happening.  The activities may involve physical contact, including penetrative or 

nonpenetrative acts.  Showing children pornographic material, sexual activities, or encouraging children 

to behave in sexually inappropriate ways also constitutes sexual abuse.  

  

Emotional Abuse:  

Varying degrees of emotional abuse is present in virtually all child protection incidents, but can also 

constitute abuse in its own right.  Emotional abuse involves persistent or severe emotional ill treatment 

or torture, or likely to cause severe adverse effects on the emotional stability of a child.  Such behaviour 

may involve conveying to a child that they are worthless, unloved or inadequate, or making them feel 

unnecessarily frightened or vulnerable.  

  

Neglect:  

Neglect is the persistent failure to meet the child’s basic physical, emotional or psychological needs, 

such as likely to have a severe impact on their health development or emotional stability.  Neglect may 

involve failing to provide adequate food, shelter or clothing for a child, or failing to adequately protect 

them from physical harm or ill health.  Neglect can also manifest its self in a failure to meet the basic 

emotional needs of the child.  

  

Safe Caring  



 

 

Every effort will be made to avoid instances when members of staff, students or parents are left alone 

with a child other than their own, for their own protection and that of children and young people.  

There will be minimum of 2 adults in the building or accompanying the children outside at all times with 

children.  In an extreme case or an emergency that a member of staff is left alone with a child, the door 

of the room should be kept open and another member of staff should be informed.  

  

Staff always encourages children to be as independent as possible in their personal hygiene and dress.  

Staff will be mindful of how and where they touch children, given their age and emotional 

understanding.  Unnecessary or potentially inappropriate physical contact will be avoided at all times.  

  

All allegations made by a child against a member of staff will be fully and accurately recorded, including 

any action take in the incident record book.  

  

Allegations against staff:  

If an allegation is made against a member of staff, the individual is suspended immediately on full pay 

pending further investigation by the DCPLO and they will follow the safeguarding children policy.  The 

person making the allegation must put it in writing.  

  

If an allegation of abuse is made against the Manager or DCPLO, then another member of staff will 

report the matter directly to the Person in Charge, Local Social Services department and Ofsted.  

  

Dealing with allegations:  

Little Rays is committed to ensuring that it meets its responsibilities in respect to child protection by 

treating any allegation seriously and sensitively.  On discovering an allegation of abuse, the DCPLO will 

immediately refer the case to the appropriate statutory child protection agency.  In addition the 

following principles will govern any suspected or reported case of abuse:  

x  Where actual or suspected abuse comes to the attention of staff, they will immediately report 

this to the DCPLO and the Deputy DCPLO.  This includes any allegation about a staff member.  

x  Staff members are encouraged and supported to trust their professional judgement and if they 

suspect abuse has, or is taking place, to report this.  

x  Full written factual records of all reported incidents will be produced and kept confidential, 

dated and signed.  This will include:   

1. Full details of the alleged incidents.  

2. Details of all parties involved.  

3. Any evidence or explanations offered by interested parties.  

4. Relevant duties, times and locations and any supporting information or evidence from 

members of staff.  

  

In circumstances where a child makes an allegation or a disclosure, the member of staff concerned will:  

x  Listen fully to what the child has to say x  Make no observable judgement 

x  Ask open ended questions that encourage the child to speak in their own words. 

x  Ensure the child is safe, comfortable and not left alone.  

x  Make no promises that cannot be kept, such as promising not to tell anybody what they are 

being told.  



 

 

  

Where possible, Little Rays will respect the wishes of children who do not consent to share confidential 

information.  However, the lack of consent can be overridden in the child’s interest, or if the facts of the 

case are in the public interest.  

  

Staff will be made aware of The Department of Health’s Booklet ‘What to do if you are worried a child is 

being abused?’ (2006) and ‘Working Together to Safeguard Children: A guide to inter-agency working to 

safeguard and promote the welfare of children, March 2015 DfE’.  
  

Referring allegations to child protection agencies  

If the Little Rays DCPLO or Deputy DCPLO has reasonable grounds for believing that a child has been, or 

is in grave danger of being, subject to abuse the following procedure will be activated:  

1. Immediate contact to be made with local children’s care services, and in emergencies 

the police  

2. The DCPLO or Deputy DCPLO will communicate as much information about the 

allegation and related incidents as is consistent with advice given by Social Services and 

the police  

3. At all times the safety, protection and interests of children concerned will take 

precedence.  The Manager and staff will work with and support parents/carers as far as 

they are legally able.  

4. Little Rays will assist social services and the police during any investigation of abuse or 

neglect.  This will include disclosing written and verbal information and evidence.  

5. Ofsted will be informed of any allegations of abuse against a member of staff, student or 

volunteer or any abuse alleged to have taken place.  

  

Disqualification by association  

In addition to ensuring staff are made aware of the relevant legislation, Little Rays needs to take steps to 

gather sufficient and accurate information about whether any member of staff is disqualified by 

association.  In order to identify cases where a staff member at Little Rays may be disqualified by 

association, Little Rays asks staff to provide to best of their knowledge, information about someone who 

lives or is employed in their household.  This is obtained through a suitability check carried out during 

supervisions and appraisals.  Staff are asked to inform their Duty Manager of any change in 

circumstances between supervisions ad appraisals as soon as possible.  

  

Use of Mobile Phones, iPads and cameras in the setting  

At Little Rays staff must not use personal mobile phones, cameras, iPads, camcorders and any other 

equipment (which includes: technology, computers, e-mail and the internet) that would enable them to 

take photos of children.  All photographic equipment belonging to staff will be kept in the Office and 

mobile phone calls may only be taken within staff breaks. Apart from the dedicated leader and two 

other staff members who have been allocated to take a mobile for emergency procedures.  If a personal 

emergency should occur, staff will be able to call from the phone  that has been assigned in designated 

area away from the children.  Parents/carers or visitors must not use their phone on whilst visiting the 

nursery or forest school.  If parents/carers or visitors need to take a call it must also be taken away from 

the children.  Any parents/carers or visitors including Ofsted inspectors carrying out routine inspections 

spending time in a Pre-School or Forest School session for anything other than a visit will be asked to 



 

 

leave their mobile phone in their car or sign it in to the office.  By exception an Ofsted regulatory 

inspector is entitled to keep their business phone if investigating a complaint as they may be required to 

take photographs as evidence.  No children will be included in these photos.  

  

In accordance with our duties under the Data Protection Act 1998, Little Rays strictly prohibits the use of 

any photographic equipment (cameras, camcorders, mobile phones or any other medium used to take 

still or moving images) by staff, parents or visitors on our premises without the consent of the Manager.  

  

One of the key ways that staff support children’s development and engage parents in children’s learning 

is through photographs that record their activities and achievements.  Photographs will be taken for this 

purpose using Little Rays photographic equipment and only following written formal consent from the 

parent/carer.  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  



 

 

  

  

  

  

  

  

  

  

  

  

  

  

Emergency Procedures  

  

Minor Accidents x  If no hospital treatment required, first aider to cleanse wound with water 

and apply lint free dressing plus bandage if required.  

x  All accidents are entered on Accident Forms and signed by Parent/Carer x 

 Accident Forms can be found in the files at Pre-School  

x  Parent/Carer will be informed of all head injury (apart from minor grazes) and advised to have 

check up at doctor  

  

Major Accidents  

Supervisor will assess seriousness of accident and inform Manager/Deputy Manager immediately.  

  

Procedure for Calling Emergency Services x  Dial 999/112 and 

state which emergency service you require.  

x  Give out telephone number you are using and include dialling code x  State 

nature of injury/nature of fire i.e. Fire at Godalming Town FC or Loseley Park x 

 DO NOT HANG UP UNTIL ALL DETAILS HAVE BEEN REPEATED. x  No child will be 

taken to hospital unless by ambulance.  

x  Parent will then be contacted – if unobtainable a message will be left on answer phone stating 

nature of emergency contacts and next steps  

x  If child is unconscious, a First Aider will check ABC and carry out ‘Emergency Procedures CPR’ if 
not breathing (2 members of staff)  

x  Staff will clear room or building to isolate child and others from danger or distress x  One 

staff member will go in ambulance and take copy of child’s Registration Form x  RIDDOR 

documentation is kept in office in case of staff member/child having a serious accident on site.  

  

Procedure for Emergency Closure  

We will follow Local Authority guidance as to opening/closure in event of epidemics.  Otherwise our 

policy is to remain open if at all possible, even if this means using one building only.  In event of partial 

closure, priority for pre-school places will be to those parents employed in keyworker sectors 



 

 

(doctors, nurse, teachers, and emergency service employees) x  Staff members will intercept parents 

in car park and explain  

x  Staff will telephone parents of children booked in for day – all telephone numbers are in 

Registration Folder.  

x  A notice will be placed on the gates to explain closure. x 

 The diary will be checked and appointments cancelled.  

x  Schools for After School schools will be contacted – Moss Lane, Godalming Juniors, Puttenham, 

Busbridge Infants and Farncombe Infants to see if they are open.  

  

Equal Opportunities Policy  

Little Rays is committed to provide equality of opportunity for all children and families and to take 

positive action to eliminate discrimination in all areas of their work.  Little Rays works in accordance 

with all relevant legislation, including: x  Disability Discrimination Act 1995 x  Race Relations 

Act 1976  



  

x  

Sex Discrimination Act 1986 x 

 Children Act 1989 and 2004  

  

We believe that the group’s activities should be open to all children and families to all adults committed 

to their education and care.  We aim to ensure that all who wish to work in, or volunteer to help with 

our setting have an equal chance to do so.  

  

Little Rays will appoint the best person for each job and will treat fairly all applicants for jobs and all 

those appointed.  Commitment to implementing the group’s Equal Opportunities Policy will form part of 

the contract of employment for all employees.  

  

Festivals  

Our aim is to show respect for all the major events in the lives of the children and families at Little Rays, 

and in our society as a whole, and to embrace the diversity of backgrounds from which they come.  In 

order to achieve this; x  We aim to acknowledge all festivals which are celebrated in our area and/or by 

families involved in the setting.  

x  Children will be made aware of festivals celebrated within the community and will be introduced 

where appropriate to the stories behind the festivals.  

x  Children will become familiar with and enjoy taking part in a range of festivals, together with the 

stories, celebrations and special food and clothing they involve, as part of the diversity of life.  

  

  

The Curriculum and Resources  

All children will be respected and their individuality and potential recognised, valued and nurtured.  The 

use of play equipment offers children opportunities to develop in an environment free from 

discrimination and prejudice.  

x  Little Rays will manage the resources to ensure that both girls and boys have full access to all 

kinds of activities and equipment and are equally encouraged to enjoy and learn from them.  

x  Appropriate opportunities will be given to children to explore, acknowledge and value 

similarities and difference between themselves and others.  

x  Resources will be selected to ensure that the children are given a balanced view of the world 

and an appreciation of the rich diversity of our multi-racial society.  

x  Materials will be selected to help children to develop their self-respect and respect other people 

by avoiding stereotypes and by using images and words, which reflect positively the 

contribution of all members of society.  

  

Fire Safety and Emergency Evacuation Procedure On 

discovering fire or smoke, raise the alarm.  

 x In the Football Club or at the forest school site a whistle is used, this hangs by the light switch in 

the Hall. At forest school a whistle will be part of equipment for leaders.  

x  The Supervisor will instruct a member of staff to check the building to ensure no-one is left 

inside, then leave closing all doors behind.  



  

x  

x  The Supervisor will lead children to the Fire Assembly Point – sign (white tick on green 

background) o From the Football Club it is the football pitch or car park  

x  Fire blankets are located in the kitchen and the Forest School emergency bag x 

 Fire extinguishers are checked annually by servicing company.  

Fire exit doors are clearly labelled with luminous signs x  Supervisor to instruct an adult to 

call the Fire Brigade, dial 999 (Refer to Procedure for calling Emergency Services).  

x  Meantime, Supervisor to do headcount, in conjunction with register – including staff team. 

x  Each half term we practise emergency evacuation procedures. x  All fire drills are 

recorded in the fire log.  

x  Independent Fire Safety Assessments are completed periodically or when there is a change to 

the premises.  The last review was conducted January 2015.  

  

Food and Drink Policy  

The sharing of refreshments plays an important part in the social life of our setting as well as reinforcing 

children’s understanding of the importance of healthy eating.  

 x Snacks provided are nutritious i.e. water, fruit and a plain biscuit, breadsticks and also snacks 

cooked on the fire.   

x  Before a child joins our setting, staff discuss with parents/carers the child’s dietary needs, 

including any allergies, specific diets due to cultural beliefs and make appropriate arrangements 

to meet them.  If a child has a severe allergy, an agreement is made between parents and Little  

Rays to ensure that emergency procedures are in place in case of allergic reaction.  There is a 

‘Children with Special Requirements’ list in each room available to all staff showing which 

children have allergies.  

x  Water is constantly available x  Parents 

are informed of our NO NUT Policy.  

Children at Littlerays setting bring their own 

packed lunch.  

  

Parents provide a packed lunch for midday meal, and advice is given to include an ice block in hot 

weather.  

  

Food Hygiene  

Little Ray’s staff observe the current legislation regarding food hygiene, registration and training.  Staff 

must  Wash hands after using the toilet and specifically under running water in the appropriate sink 

before handling food or using the solar shower and anti bacterial wash at forest school.  

 x  All children wash hands under running taps or solar shower prior to eating and use paper towels 

to dry hands.  

 x  Different cleaning cloths are used for kitchen and toilet areas (chart in kitchen areas). Not 

applicable at forest school.  

 x  Food is kept covered and either refrigerated or piping hot.  

x  A food probe is used immediately prior to serving hot meals to ensure that it is cooked and the 

temperature recorded.  



  

x  

x  Stored foods in fridge and in the cupboards are checked weekly for use-by dates.  Plans to use 

the items is made and discarded if date is reached.  

x  All staff who prepare food must attend training to attain Level 2 Certificate in Food Hygiene.  

x  In the event of an outbreak of food poisoning where 2 or more children are affected, Ofsted will 

be notified as soon as is reasonably possible but within 14 days.  

  

Healthy Eating Policy  

At Little Rays we promote a healthy lifestyle and a high standard of hygiene in our day to day work with 

children and adults.  This is achieved in the following ways:  

All meals and snack provided with be nutritious and pay attention to children’s particular dietary 

requirements.  

x  When cooking with children as an activity, the adults will provide healthy, wholesome 

food, promoting and extending the children’s understanding of a healthy diet. x  Fresh 

water is available to all children throughout the day.  

  

 

Health & Safety Policy  

The Health and Safety Law poster is displayed in the hall on the internal notice board.    

The safety of young children is of paramount importance.  In order to ensure the well-being of both 

children and adults, Little Rays will undertake the following areas:  

Environment x Safety checks on premises, both outdoors and indoors, are completed before each 

session. x The security locks are fitted on each entry door.  These remain locked during all 

sessions.  

Risk assessments are carried out regularly especially for forest school.  

 

Children are taught strict boundary rules as well as a high staff to child ratio.  

 x  Equipment is checked regularly and any dangerous items repaired/discarded.  

x  The layout and space is reviewed daily to allow children and adults to move safely and freely 

between activities.  

x  There is a named Fire and Health and Safety Warden Sally Painter-Hill There are 

appropriate systems and equipment for the detection and control of fire. x  

 Large equipment is erected with care and checked regularly.  

x  Equipment offered to children is developmentally appropriate, recognising that materials 

suitable for an older child may pose a risk to younger/less able children.  

Supervision x  Children are supervised by adults at all times and will always be within sight of 

an adult. x  Children will leave the group only with authorized adults.  

x  Children will not have unsupervised access to kitchens, cookers or any cupboards storing 

hazardous materials including matches. x  At forest school, there will be sufficient adults to 

maintain appropriate ratios for staff and children.  

   



  

x  

x  Children who are sleeping are checked regularly and their length of sleep time is recorded and 

shared with parents.  

Adult Safety  x  All adults in the group, both staff and visitors, are aware of and respect the 

setting’s safety policies.  

 x  Adults have access to advice on safe lifting (included in Staff Handbook).  

x Heavy materials are not stored above head height.  Items not required are removed from the 

room.  

x  All adults, including parents and other carers, are made aware of the system(s) in operation for 

children arrivals and departures as part of the ‘Checklist for New Children’.  An adult is available 

close to the door at these times to provide parents with an account of the child’s session.  

Adults will keep hot drinks away from children.  

Illness and Injury Policy x  Children should not be left at Little rays if they are unwell.  If a child is 

unwell, they prefer to be at home with their parent rather than at the setting with their peers.  We 

will follow these procedures to ensure the welfare of all children within the Pre-School/Forest 

School. x  If a child becomes ill during the day, their parent will be contacted and asked to pick 

their child up as soon as possible.  During this time a child will be cared.  

x  Parents are asked to keep their child at home if they have any contagious infection, and to 

inform us of the nature of the infection.  

x  If a contagious infection is identified at Little rays, parents will be alerted to this by a notice 

being displayed on the doors to building and via email. enabling them to spot the early signs of the 

infection.   Little rays follows the guidance of the Health Protection Agency and this includes that 

children and staff do not return to the setting until at least 48 hours after their last attack of sickness 

or diarrhoea.  

x  Please do not bring your child to the setting during the first 24 hours of administering antibiotics 

in case of adverse reaction.  

x  Children with a high temperature should not return to Pre-School/Forest School until they are 

24 hours clear.  

 

x  Little rays has the right to refuse admission to a child who is unwell.  This decision will be taken 

by the Manager on duty and is non-negotiable.  

  

Lost or Missing Child Policy x  Every member of staff is expected to know the exact number of 

children in their care at all times.  

 x  If a child is suspected of being missing, this procedure is followed:  

o The Supervisor and Duty Officer must be informed  

o A member of staff will be allocated to supervise the children, and take the register.  

o A search will be organised – making sure that staff  know about the search.  

o Phase 1 is the immediate area i.e. the buildings, woodlands, dens, shelters, paths and 

play areas; parking areas; and emergency services will be informed  

  



  

x  

x  If child still missing, o Phase 2 – more people will join the search with mobile phones 

and mobile numbers given to each group.  A wider search area will be defined to cover 

local areas.  

o An individual will be appointed to respond to the Pre-School/Forest School telephone.  

o A record of the incident will be made throughout capturing all activities, including 

times/staff present/areas search etc.  

o Ofsted must be informed.  
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Medication Policy  

If the child needs medicine to relieve their symptoms they should not attend Pre-School/Forest School.  

This ensures that illness are contained as much as possible.  If the child is on long term prescribed 

medication, the following procedures will be followed:  

 x  If possible the child’s parent will administer medicine.  

x  If not, then medication must be stored in the original container and clearly labelled with child’s 

name, dosage and any instructions.  

 x  The medication must be handed to a member of staff – not left in the child’s bag.  

x  The parent/carer will complete our ‘Administration of Medicine’ form to include that following 

information:  

o Name, Manufacture  o Times to be given  

o Signatures of parents and person who administers medicine 

and dosage o Witness  

 

Forest school behaviour including anti bulling  

 

Children are expected to listen to staff and follow the set rules. all staff will 

teach children these rules.  

 

At little rays we encourage kindness sharing and respect for all.  

 

Staff will inform parents if they believe it will help stop a child to continue 

rule breaking.  

 

Bullying policy  

At little rays we believe children have the right to play and learn in a 

supportive, caring and safe environment. If behavioural expectations are 

consistent and reasonable boundaries are put in place by caring and 

supportive practitioners, it can minimise the occurrence of bullying.  

 

Bullying can effect everyone the bullies and the victims. No one person or 

group, whether staff or child should have to accept this type of behaviour.  

 

Little rays will minimise occurrences by being observant and recognising that 

some children prefer the company of others and some don’t. fully 

understanding each child I our care and observing them will help them adopt 

the correct behaviour.  

 

If any level of bullying is suspected, observed or reported, the matter will be 

taken seriously, dealt with promptly and all parties will be supported 

appropriately and fairly.  

 

Bullying  

Physical – punched hit or kicked ect 

Verbal – take the form of name calling  
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Emotional – being excluded from discussions activities or play  

 

Little rays will follow the 6 steps  

 

 Approach calmly, stopping any harmful actions  

 Acknowledge all children’s feelings  

 Gather information from all parties  

 Restate the problem  

 Ask for ideas and solutions and choose one together  

 We will provide follow up support  

 

 

Complaints against Little rays forest school 

 

 Whilst at Little rays we aim to provide the highest standard of care and 

education for all children in our care. we do recognise that on occasion 

circumstances may lead to a parent or carer wishing to make either a formal 

or informal complaint.  

 

Complaints will be dealt with professionally and promptly to ensure that the 

issue arising from these complaints are handled effectively and to ensure 

the welfare of the children.  

 

The below are guidelines for the parents to help them use the correct 

methods.  

 

We will always aim to resolve the issue through discussion with relevant 

staff.  

 

In the event of a minor complaint parents and carers should address their 

child’s key worker.  

 

If the event of a more significant complaint the parents should address their 

concerns to the manager.  

 

If the manager is absent parents must put the complaint into writing and the 

manager will investigate and respond within 3 days.  This will be fully 

documented in the complaints file with any action taken.  

 

If the matter is not then resolved the manger will organise a meeting with all 

relevant staff and parents which will include a record of the meeting. This 

will then be signed by all parties and the parents will revieve a copy which 

will have a conclusion of the complaint.  

 

If the matter connot be resolved to their satisfaction, then parents have the 

right to raise the matter with OFSTED on 08456404040 
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Each member of staff must keep a copy of this handbook which is to be Read and signed.  
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