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Welcome 
Thank you for your interest in Kinda Forest School at Kaliwood. This handbook outlines what we 
do and why we do it. Whether you are a parent or student, referrer or teacher, carer or visitor, staff 
member or volunteer, this handbook is for you. It will give you an insight into the Kinda vision and 
values and it will help you play a meaningful role in the Forest School.  !
Welcome to the Kinda community!  !
The handbook summarises our most significant polices. All staff and volunteers must also read the 
full policies, which are signposted here in red in their storage area on BASECAMP, an online 
storage system, and are available on request. !
If you are unsure of anything that you read here or come across while at the Forest School, please 
speak to an experienced member of staff who will be happy to support you and answer any 
questions.  !
Contact Details 
Kinda Education CIC 
Woodland address: Kali Woods, Beccles Road, Halesworth, Holton IP19 8NQ 
Postal address: 2 Yarmouth Road, Hales, Norfolk, NR14 6SP  
Telephone: 07776 117671  
Email: info@kindaeducation.org 
Founded: 16 October 2018  
Community Interest Company (CIC Reg No 11626237) 
Website: https://kindaforestschool.wordpress.com/ 
Facebook: https://www.facebook.com/KindaEducation/ 
Liability Insurance: Policy Number SALSALIA/K158559/0332/19 
Professional Indemnity Insurance supplied by Birnbeck Insurance Services/QBE  !
Terms & Definitions 

Adults means staff, volunteers, visitors, 
facilitators, parents.  
Team means all paid and unpaid staff, 
directors, facilitators, volunteers, consultants 
unless specified otherwise.  
Tribe means everyone, children and adults. 
Child and children means anyone up to the 
age of 16.  
Young people means between 16-18. 
Leaders and assistant leaders means 
facilitators and vice versa. 

Kinda Education / Kinda Forest School Handbook / June 2020/August 2020 / Oct 2021RK !                2

https://kindaforestschool.wordpress.com/
https://www.facebook.com/kindaeducation/


CONTENTS  
SECTION 1 General Information 4                                                                      

Child-led Facilitation 4 
Forest School principles 5 
Kinda Education 6 
The Team 6 
Leaders & Assistants 7 
Volunteers, Carers, Visitors 7 
Daily Routine 8 

Education philosophy 9 
PEPSC 9 
Values 12 

Environment  14 
Kaliwood 14 
Site Access and Security 15 

Behaviour 16 
Absence or Missing Children 16 
Bullying 16 
Mobile phones 17 

SECTION 2 Safeguarding 18                                                                               
Disclosure  18 
Responses to Disclosure  19 
Supporting Children with Medical Conditions 20 

SECTION 3 Health & Safety 21                                                                            
Risk Management 22 
Accident & Emergency 23 
First Aid 24 
Safe Fire  24 
Manual Handling / Tools 25 
Clothing  25 
Toilet 25 
Privacy and Data Protection 26 
Photography and Film  26 
Kinda Phone Contact 26 
Lone Working  26 

SECTION 4 Information for Clients  27                                                                
Admissions  27 
Feedback 27 
Complaints 28 

SECTION 5 Information for Staff 29                                                                    
SECTION 6 Checklist, Declaration & Review 31                                                  

Declaration  32 
Contacts 34

Kinda Education / Kinda Forest School Handbook / June 2020/August 2020 / Oct 2021RK !                3



SECTION 1 General Information 
Forest School is an inspirational process that offers all learners opportunities to achieve and 
develop confidence and self-esteem through hands-on learning experiences in a woodland or 
natural environment with trees. 

Child-led Facilitation 
In a child-led learning environment, the child chooses the activity, location, and length of time he 
or she spends it.  Left to their own devices, children are wonderfully imaginative and resourceful 
when it comes to play. To limit their imagination or to divert their attention towards something 
you think could be more ‘educational’ may be counterproductive. !
There are several advantages to child-led education. As the children choose the activity, they are 
more likely to perceive the activity as play rather than as school. They are likely to be open to 
learning, and skills learnt may be retained for longer. Being more relaxed, they may retain more 
information after the event, improving their memory skills.  !
In a Forest School, the wood provides a wonderfully stimulating environment, rich with learning 
possibilities through observing their natural systems. Forest School facilitators may set up in 
advance activities in the woods that will entice children with different interests. !
The role of the facilitator is to observe, engaging but not interfering with the children’s learning. 
The challenge for the facilitator is to know when to intervene and how, and this is where Forest 
School training, experience and reflective practice becomes central. Safety is paramount, but 
managed risks are an essential part of a child’s learning. 

Learning Environment 
Forest School is a specialised learning approach that sits within and complements the wider 
context of outdoor and woodland education. !

At Forest School all participants are viewed as: 
•equal, unique and valuable 
•competent to explore and discover 
•entitled to experience appropriate risk and 
challenge 
•entitled to choose, and to initiate and drive 
their own learning and development 
•entitled to experience regular success 
•entitled to develop positive relationships 
with themselves and other people 
•entitled to develop a strong, positive 
relationship with their natural world !

This learner-centred approach interweaves with the ever-changing moods and marvels, potential 
and challenges of the natural world through the seasons. More about Forest School  is here 
www.forestschoolassociation.org/what-is-forest-school/ 
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Forest School principles 
Kinda Forest School is centred on the principles of kindness, democracy and permaculture to 
provide children with a holistic experience of education. We a member of the Forest School 
Association and we adhere to the six principles of Forest School. !

Principle 1: Forest School is a long-term process 
of frequent and regular sessions in a woodland 
or natural environment, rather than a one-off 
visit. Planning, adaptation, observation and 
review are integral elements of Forest School. !
Principle 2: Forest School takes place in a 
woodland or natural wooded environment to 
support the development of a relationship 
between the learner and the natural world. !
Principle 3: Forest School aims to promote the 
holistic development of all those involved, 
fostering resilient, confident, independent and 
creative learners. !
Principle 4: Forest School offers learners the 
opportunity to take supported risks appropriate 
to the environment and to themselves. !
Principle 5: Forest School is run by qualified 
Forest School practitioners who continuously 
maintain and develop their professional practice. !
Principle 6: Forest School uses a range of 
learner-centred processes to create a community 

for development and learning. 

!
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Kinda Education 
Kinda Forest School is under the umbrella of Kinda Education, an organisation for 
intergenerational, democratic, nature-based education. In addition to Kinda Forest School, Kinda 
Education is developing seven areas of activity between now and the end of 2025. The different 
areas for development are shown in the diagram below. !
Founded by Mell Harrison, Kinda Education was incorporated as a Community Interest Company 
on 16 October 2018. Kinda Education is supported by the Missing Kind [https://missingkind.org/ ] 
whose mission is to support dedicated individuals, empowering them to make a difference to the 
world and to inspire kindness without boundary.  

The Team 
Kinda Education consists of four directors and several facilitators and volunteers. Kinda Education 
directors meet quarterly and at an AGM to review and evaluate development and to determine 
future objectives. !
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Kinda Education facilitators (some of whom are volunteers) meet monthly to discuss day to day 
work and to review strategy for the next month. At the end of every session, facilitators debrief 
and plan the following session, putting children at the centre of Forest School planning.  !
The Kinda Education administrator handles admin and admissions. The social media leaders 
manage the Forest School website and Facebook page. 

Leaders & Assistants 
A Level-3 qualified Forest School leader has ultimate responsibility for running the sessions and 
overall charge for decisions covering risk assessments, emergency procedures and meeting the 
needs of the children. The leader and assistants ensure that there is suitable equipment for the 
planned activities before each session and that everything is in working order. The leader is 
supported by a Level-2 Forest School qualified assistant and where possible a volunteer. The 
Forest School Leader takes responsibility for ensuring the correct ratios of adults to participants. 

Volunteers, Carers, Visitors 
At any time, there may be volunteers, carers and visitors on site. Carers may also include parents 
and family members of children at the Forest School. All shall be familiar with Kinda Education’s 
policies and procedures as articulated in this handbook. All volunteers have an induction at the 
start of their voluntary placement and ongoing supervision by a member of staff. All volunteers 
have a formal agreement with Kinda Education. 
BASECAMP Volunteer Policy 20 

!
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Daily Routine 

Before the session 
Kinda Forest School leader or assistant leader records Daily Site Risk Assessment. 
Kinda Forest School leader briefs the team on the daily plan based on what the tribe determined 
the previous week.  
Team members prepare any equipment and materials. 
The leader or assistant prepares the risk assessments for each planned activity if they are not 
covered by the general risk assessments.  
If necessary, one of the team will light the fire and prepare breakfast ready for the tribe’s arrival. 

During the session 
The leader or assistant will record attendance on the register at the beginning of each day. 
All adults will continually reassess risks and take action taken to reduce or remove risk.  
At the end of the session, the whole tribe gather together to reflect on the day and to discuss 
what they would like to do the following week.  

After the session 
Team members collect equipment and stored it away. 
Team members leave the woodland as they found it. 
The Kinda Forest School leader or assistant checks the tools to ensure that no items are missing. 
The Kinda Forest School leader completes an evaluation form for the session, along with any 
observational records.  
The Kinda Forest School leader drafts the plan for the following week's session with a note of the 
roles and responsibilities of team members. 

!!
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Education philosophy 
Kinda Education works to ensure the best possible learning outcomes and personal development 
for each and every child enrolled in Kinda Forest School and other Kinda Education programmes. 

PEPSC 
Kinda Education’s approach to education is holistic. Facilitators are trained to view children in the 
round, and to observe their behaviour and progress in five different contexts - the PEPSC 
framework:  !
Personal: How a child regards self and relates to self, self-esteem, self-worth, emotional 
intelligence !
Environmental : How a child engages with the environment, the camp and the woodland 
ecosystem !
Practical: How a child manages themselves productively by leading themselves in tasks and play, 
by being self-directed and focused on tasks  !
Social:  How a child regards others and relates to them with emotional and social intelligence !
Communal: How a child engages with the wider community (the camp community). How a child 
works in a team while balancing roles and responsibilities and seeing the worth and benefits of 
community !
Kinda Education’s facilitators use a PEPSC chart (next page) to measure a child’s progress against 
five phases in each of the five contexts. The PEPSC approach is integrated into every step in the 
child’s learning journey including the admissions process and the experience session (see 
Admissions) and the support plan. 

Responsiveness 
Kinda Education facilitators seek opportunities for feedback, both formally and informally and 
adjust support plans in light of comments, suggestions and requests. We recognise the role of the 
child and the parent/carer and other family members in the learning journey. 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PEPSC Chart of Five Contexts and Five Phases 

!!!

1 2 3 4 5 Context Behaviour

Nega%ve	of	self Lacks	
confidence	

Shows	
Development	

Comfortable	! Confident	! Personal How	a	child	
regards	self	and	
relates	to	self,	
self-esteem,	
self-worth,	
emo%onal	
intelligence	

Ac%vely	
damaging	

Lacks	
understanding	
and	interac%on		

Neutral		!!
Interested	and	
discovering	

Ac%vely	caring	
and	respecDul

Environmental How	a	child	
engages	with	
the	
environment,	
the	camp	and	
the	woodland	
ecosystem

Disinterested Needs	one-to-
one	guidance		

Is	led	by	others	 Can	ar%culate	
ideas	–	needs	
support	to	
ac%vate	them

Makes	ideas	
into	reality	!

Prac9cal How	a	child	
manages	
themselves	by	
produc%vely	
leading	
themselves	in	
tasks	and	play,	
being	focused	
and	self-
direc%ng	

Withdrawn	or	
hos%le

Communicates	
one	to	one	!

Works	with	a	
friend/s	but	
struggles	to	join	
the	wider	camp	
community	

Can	
communicate	
own	thoughts	
and	is	respecDul	
of	others’	
thoughts	and	
ideas

Communicates	
confidently	with	
others	in	the	
group	including	
adults	and	
children

Social How	a	child	
regards	others	
and	relates	to	
them	with	
emo%onal	and	
social	
intelligence

Does	not	
engage	with	the	
camp	
community	!!

Has	ideas	and	
wants	to	lead	at	
all	%mes.	Shows	
upset	and	feels	
unheard	if	the	
group	doesn’t	
follow	‘their	
ideas’

Happy	to	go	
along	with	the	
group

Has	an	‘each	to	
your	own’	
approach	to	
community.	Will	
carry	out	own	
task	and	return	
to	the	camp	
community	
when	needed

Is	able	to	
develop	ideas	
and	
understanding	
through	
listening	to	and	
responding	to	
camp	
community	
needs,	eg	will	
take	it	in	turns	
to	wash	up,	
cook	or	lead	
discussions	

Communal How	a	child	
engages	with	
the	wider	
community	(the	
camp	
community)	
How	a	child	
works	in	a	team	
while	balancing	
roles	and	
responsibili%es	
and	seeing	the	
worth	and	
benefits	of	
community
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PEMSC Informal Feed Back loops 

 

Informal Feedback

Who Where	/	When Recorded Ac9on

Children Conversa%ons	during	a	
session	–	both	individual	
conversa%ons	and	group	
ones	

Salient	points	are	
recorded	aOer	the	
session

Support	plan	adjusted	as	
necessary	
Ac%vi%es	adjusted	as	
necessary

Parents/carers/rela9ons Conversa%ons	at	the	
school	gate

Salient	points	are	
recorded	aOer	the	
session

Support	plan	adjusted	as	
necessary	
Ac%vi%es	adjusted	as	
necessary

Parents/carers/rela9ons Comments	posted	on	
Kinda	Forest	School	
facebook	page

Support	plan	adjusted	as	
necessary	
Ac%vi%es	adjusted	as	
necessary

Formal	Feedback

Who Where	/	When Recorded Ac9on

Children Evalua%on	form On	file Support	plan	adjusted	as	
necessary	
Ac%vi%es	adjusted	as	
necessary

Parents/carers/rela%ons LeUer	at	start	of	term On	file Support	plan	adjusted	as	
necessary	
Ac%vi%es	adjusted	as	
necessary

Parents/carers/rela%ons Evalua%on	form	at	the	
end	of	each	half	term

On	file Support	plan	adjusted	as	
necessary	
Ac%vi%es	adjusted	as	
necessary
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Values 

Ethics & Conduct  
At Kinda Education, we strive to put kindness and respect for others by conducting every aspect 
of our business with honesty, integrity and openness, respecting human rights and the interests of 
our employees, volunteers, customers and third parties.  !
We nurture a team in which there is mutual trust and respect, free from bullying and harassment, 
where every person feels responsible for the performance and reputation of our company. In 
return, all members of the team are expected to behave in accordance with the principles of 
kindness and respect for others and oneself, which includes.  !
We work with suppliers to develop long-term meaningful relationships to benefit both parties 
with the aim of improving the quality, environmental performance and sustainability of goods and 
services.  
 
We foster good relationships with local communities and building partnerships that deliver 
positive change. 

BASECAMP KE Equality and Diversity 20 
BASECAMP KE Confidentiality 20 

!
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Kinda Forest School Values 
Children are active in determining the values that govern behaviour and activities at Forest 
School. The Kinda values have been written by the Kinda tribe, led by the children. The values, 
displayed next to the fire circle, can be added to at any time by child or adult and are returned to 
if the tribe feels the values are not being met.  !
Those attending Kinda Forest School agree to: 

• Show kindness, care and respect for others, including other children, Forest School facilitators 
and any visitors. 

• Show kindness care and respect to ourselves 

• Show kindness, care and respect to the community as a whole 

• Show kindness, care and respect to the natural environment we gather in 

• Show care and respect for each other’s property or belongings and property or facilities shared 
by whole group 

BASECAMP KE Behaviour Policy 

Kinda Agreements 
In any first session, Kinda Education staff introduce the agreements. They ensure our safety. !
We have guidelines and boundaries that all children are made aware of in addition to the Kinda 
Agreements.  !
• Boundaries: All children to stay within the Kinda Forest School boundary marked with bunting 

• Fire: All children to only approach the fire when invited by a member of staff. Kneel near the fire, 
walk when moving within the fire circle. See Safe Fire, below 

• Tools: All children to ask an adult before using a tool. All staff must be trained in the use of tools 
before assisting a child/young person. Once trained, the staff members must remind child/ren to 
sign tools out and in and ask them to re-cap on the correct use of the tools before taking them 
to the tool area. 

• Washing: All children to wash hands / use sanitiser on arrival, before eating or drinking and 
before leaving 

• Questions: When in doubt, ask.  

!
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Environment  
Kaliwood 
Kinda Forest School was established in Kaliwood, Holton, Halesworth in September 2018. The 
owner, Rachel Kellett, is a director of the company and a facilitator.  !
Kaliwood covers five acres on the edge of Holton, near Halesworth The history of the woodland is 
recorded here www.kaliwood.wordpress.com. In September 2019, retrospective planning 
permission was obtained from the local authority, for a change of use from woodland to Kinda 
Forest School two days a week. !
Recognising the potential impact of woodland activities on the natural environment of Kaliwood, 
we strive to use the woodland sustainably and to enhance its biodiversity and ecological value.  
By doing this we will encourage all learners to develop a level of respect for the natural world. !
Kinda Forest School staff and children are involved in the woodland management. We work 
together to protect, conserve and develop diversity within the flora and fauna of the woodland. 
Working with the owner, we carry out environmental impact assessments to evaluate the impact of 
activities in the woodland and we use the outcomes of this to inform the woodland management 
plan for Kaliwood. Management activities include annual coppicing, selective thinning, dead 
hedging, establishing habitats for insects and small mammals, pathway creation and replenishing 
tree stock through planting. !
All adults who work at Kinda Forest School are involved in the woodland management, and form 
a work party on six days during the year as an exchange for having the forests school there. Being 
familiar with the Kaliwood management plan, the Kinda adults can therefore answer questions 
from participants. !
Permaculture is at our heart. It is a practical method of developing ecologically harmonious and 
efficient systems to manage natural resources to meet our needs for food, fuel, shelter and 
community. 

Kinda Education / Kinda Forest School Handbook / June 2020/August 2020 / Oct 2021RK !              14

http://www.kaliwood.wordpress.com


Site Access and Security 
The Kaliwood site is down a WW2 
track, which leads to two other 
dwellings. Parking is only in the 
woodland and there are spaces 
for up to 15 cars with a 
roundabout for ease of 
movement. !
The WW2 Track is also a public 
footpath leading to Holton Pits, 
used by many local people and 
dog walkers. While many walk 
down the track, there is a gate to 
the wood kept closed during 
Forest School sessions, with a 
PRIVATE sign that shows a phone 
number for the owner, and a 
phone number for the Forest 

School and a notice requesting any visitors to check in with one of the team during Forest School 
sessions.  !
It is the responsibility of any team 
member who sees someone they don’t 
recognise in the wood to inform the 
Forest School leader immediately. The 
leader or staff member will approach the 
person safely and ask them to show 
identification and sign in or leave the 
wood immediately. !
The Forest School area has it’s own 
boundary defined by flags. The physical 
boundary of the wood, especially that 
near to the road,  is being strengthened 
each year by hedge layering.  !
BASECAMP KE Environmental Policy 20 
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Behaviour 
All facilitators at Kinda Forest School take a positive approach to behaviour and aim to enable 
children to make the best choices for their own well-being. Children are active in determining the 
behaviour that is acceptable. In particular, we use a process we refer to as our ‘Agreements’. 
These are regularly discussed as a whole group and recorded by the children on the ‘The Kinda 
Values Tree’. On first joining Kinda Forest School, all children are shown the Agreements. !
Please inform another member of staff immediately if you witness a behaviour that challenges you 
or anyone else on site.  This could include: 

• Children putting themselves or others at risk  

• Low level bullying 

• Inappropriate language or jokes, references to criminal behaviour or explicit sexual language or 
behaviour 

• Use of mobile phones/devices within the woods 

BASECAMP KE Behaviour Policy 20 

Absence or Missing Children 
Staff are constantly monitoring the children in the wood that day. Anyone that notices that a child 
is missing must immediately inform the Forest School leader. !
All activities will be suspended in order to rally all group members. Use “1, 2, 3, where are you?” 
for the younger tribe, and the whistle for the older tribe.  !
Two adults will be released for a 10-minute search of the immediate area while other adults stay 
with the remaining children. !
Everyone else must wait for instructions from the Forest School leader !
If the missing child/children do not return to the group, the Forest School leader will telephone 
the parent/carer/referrer to inform them of the situation. At this point the Forest School leader 
and parent may choose to alert the Police. 
BASECAMP KE Missing Child 20 

Bullying 
Kinda Forest school is committed to providing a supportive, caring and safe environment in which 
all children are free from fear of being bullied. We take bullying and its impact seriously. Bullying 
of any form is not tolerated, whether carried out by a child or an adult. Anyone who knows 
bullying is happening is expected to tell a Kinda facilitator. All Kinda facilitators are aware of our 
position on bullying. !
Any child who is a victim of bullying will be dealt with in a sympathetic manner. A clear account of 
the incident will be recorded and the behaviour policy implemented. Facilitators will be informed 
so monitoring of the victim and the bully can begin. Parents of both parties will be informed.  
BASECAMP KE Bullying Policy 20 
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Mobile phones 
Mobile phones are not permitted at Forest School as we believe that time within nature away 
from the pressures of screens is healthy for overall wellbeing. But if agreed in advance and the 
phone is needed, it must be handed in to the Forest School leader at the beginning of the 
session. This avoids not only distraction, but also sharing of sensitive data. The Forest School 
leader or the assistant will show the child where the phone is securely stored. The child will be 
made aware that in agreed circumstances they will be able to ask to use their phone. It is 
accepted that some children may need to have a phone for differing reasons, but this must be 
agreed in advance of the sessions by the child’s parents/referrers and Kinda Forest School. A 
written agreement is part of the application form signed by parents/referrers and Kinda 
Education.  
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SECTION 2 Safeguarding !
The Kinda Forest School safeguarding lead and external safeguarding lead  together with their 
contact numbers are displayed prominently on our shed door. All staff and long-term volunteers 
must have an enhanced certificate from the Disclosure & Barring Service (DBS).  !
The welfare and safety of the children is our absolute priority. Children are vulnerable individuals 
who do not always communicate their anxieties or concerns in the ‘usual’ ways. This is particularly 
important if a child has special needs or disabilities.  

Disclosure  
If a child/young person approaches you with a disclosure (uncovering or revealing private and 
sensitive information) it is important that you follow these guidelines: 

• Tell a member of staff that you have been approached by a child/young person who would like 
to talk to you and the staff member will advise or support you from there. 

• Make sure that you sit where you can be seen by that member of staff at all times. 

!
All staff are trained in how to respond to a child that discloses sensitive information. The basic 
principles are 

• Reassure the young person that they were right to tell you and that you take them seriously. 

• Let the young person know what you are going to do next and that you will let them know what 
might happen. 

• Immediately report the matter to a member of staff or the designated safeguarding leaders.   

Verbal reporting 
If you suspect child abuse, tell your designated safeguard leader and Forest School leader. Your 
concerns could be significant and must be addressed by the appropriate person.  

Written reporting 
You will be asked to write a description of the conversation. You will need to be as specific as 
possible, preferably quoting what was said.  

Allegations against staff 
If an allegation is against a member of the Kinda Forest School team (directors, paid staff, 
volunteers or consultants) the allegation must be reported immediately to one of the Kinda 
Education safeguarding leaders !
If the allegation is against the safeguarding leader then the allegation must be reported to the 
Kinda Education safeguarding leader/or external leader will then report the allegation to the local 
area designated officer on the same day. !
If you prefer to contact the local area designated officer directly the number is 0300 123 2044 !!!
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Responses to Disclosure  

Appropriate responses  

Do not examine or interrogate the child  

Do not ask leading questions - allow the child to tell their own story 

Take seriously what the child says (however unlikely the story may sound) 

Keep calm 

Look at the child directly 

Be honest 

Let them know you may need to tell someone – don’t promise confidentiality 

Never make false promises 

Reassure them they are not to blame for the abuse 

Be aware that the child may have been threatened 

Never push for information – listen and reflect back to them what they have said so they know you 
have heard 

Ask questions for clarification only; avoid asking leading questions that suggest a particular 
answer 

Show that you accept what the child says 

Helpful things to say 

“I am glad you have told me” 

“It’s not your fault” 

“I will help you” 
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Inappropriate responses  

“Why didn’t you tell anyone before?” 

“I can’t believe it” 

“Are you sure this is true?” 

“I am shocked!” 

“Don’t tell anyone else” 

Supporting Children with Medical Conditions 
This policy ensures that children with medical conditions are properly supported so they can play 
a full and active role in forest school life.This encompasses both both physical and mental health.  
Kinda Forest School will strive to: !
• assist parents in providing medical care for their children.  
• educate staff and children in respect of special medical needs.  
• arrange training for volunteer staff to support individual children.  
• liaise as necessary with medical services in support of the individual pupil. 
• ensure access to full education if possible, so that all children with medical conditions are able 
to participate in all aspects of forest school life. 
• monitor and keep appropriate records.  
BASECAMP KE Supporting Children with Medical Conditions Policy 20 

!
BASECAMP  KE Safeguarding 20 
BASECAMP KE Safeguarding Referral Chart 20 
BASECAMP KE Safeguarding Record of Concern Template 20 
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SECTION 3 Health & Safety 
The health and safety of everyone on site is our primary concern. Our policies are designed to 
prevent any accident resulting in injury to anyone or damage to property, materials or products. 
BASECAMP KE Health & Safety Chart 20 
BASECAMP KE Health and Safety Policy 20 

Insurance 
KE’s Public Liability Insurance protects staff, volunteers and visitors against risks that could occur 
on site.  
BASECAMP KE Insurance 20 

Risk Management 
While the Kinda Forest School leaders are responsible for the day to day safe running with a duty 
of care for the children, ALL adults are required to take all reasonable steps to ensure children and 
adults are safe. Before a session commences all leaders, assistants and facilitators involved in the 
sessions have access to activity plans and risk assessments associated with the activities. !
We use the five-step approach to risk assessment for all activities: 

1. Look for hazards (a potential source of harm or 
adverse health effects on a person or persons). 

2. Decide who may be harmed and how. 

3. Evaluate the risks (ie the likelihood that a person may 
be harmed or suffers adverse health effects if exposed 
to a hazard) and decide whether existing controls are 
enough or whether more should be done. 

4. Record findings, including daily amendments to 
standing risk assessments based on site visits and 
observations. 

5. Review assessments on a regular basis (or if 
circumstances change) and revise if necessary. 

!
Staff are expected to continuously assess the risk and benefit of all activities carried out 
throughout the day while at the same time remembering to nurture the pupils’ independence and 
resilience. !
All Risk Assessments are kept in a file in our locked shed and online. 
BASECAMP Risk Assessments 

Daily Site Risk Assessment 
Before Kinda Forest School begins a Daily Risk Assessment is carried out, either by leader or 
another facilitator. This includes a sweep of all areas used, to ensure that there are no changes to 
the site which could cause harm. 
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Activity Risk Assessment 
When planning activities for Forest Schools, any hazards associated with that activity, that are at 
risk of causing harm, should be considered. These should be recorded on an Activity Risk 
Assessment with suitable control measures taken to control and minimise the risk. Due to the 
nature of Forest Schools the children may come up with a new activity during a session and 
therefore reasonable steps will be taken to ensure the activity is safe. An Activity Risk Assessment 
form will be completed asap following that session. 

Extreme Weather Risk Assessment 
Weather charts - evaluation of risk to woods, wind, rain, and general weather conditions. 

Accident & Emergency 
This procedure is displayed prominently on a laminated sheet on our shed door. Please familiarise 
yourself with this.  !
In the event of an accident or emergency 
• A whistle will be blown as a signal to stop what you are doing.  
• Gather with a member of staff at the fire circle or at the car park hard standing. 
• If you are the only adult, ask for calm and wait for instructions. !
The Kinda Forest School leader will assess the situation and the nature and extent of the accident 
or injury. The leader will make sure other members of the group are safe from danger and 
adequately supervised. !
• If someone is injured one adult must stay with them. 
• One adult goes for treatment and if needed will call the emergency services. 
• Other adults stay with the rest of the group away from the site of the accident. 
A team member will keep parents and other interested parties informed of the situation !
Emergency Contact Numbers 
Ambulance/Fire Brigade = 111 
Requesting attendance by emergency services: Dial 111 and ask for ambulance or fire brigade.  !
Be ready with the following information 
WOODLAND post code – IP19 8NQ, Beccles Road, Holton and Grid Ref TM 40569 77842 !
Recording and reviewing 
All accidents must be recorded in the incident report form and filed in the accident log. A 
RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations) record will be 
created. Following an accident, the Kinda Forest School safety officer will review all relevant risk 
assessments and take action as necessary. 
BASECAMP KE Accident and Emergency Procedure 

!
!
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First Aid 
There is always at least one first aid trained person in each group. !
The Forest School leader is the only person permitted to use the first aid bag. Always approach a 
member of staff if you think first aid is needed after making sure the child/adult is safe. !
All accidents are recorded on an incident form and filed in the accident log with a note of the 
intervention required and action taken.  
BASECAMP KE Accident Log / Blank Incident Forms 

Safe Fire  
Staff and fire trained children are permitted to light the campfire however, there must be an adult 
by the fire at all times. 

• Children/young people must be invited to work with the fire by the Forest School leader. Any 
child lighting a fire will be closely supervised by the Kinda Forest School leader. 

• A fire blanket, bucket of water and burns kit are sited close to the campfire. 

• Sticks/wood must be placed, not thrown, from the side of the fire.  

• Anyone working with the fire should adopt a sitting or kneeling position. 

• Everyone must only walk within the fire circle. 

• Everyone must walk around the circle if wanting to cross to the other side. 

• Fire gloves must be worn when working with the fire including cooking and crafting. 

At the end of the session  the fire must be doused down with water using a watering can and rose 
and stirred until all smoke and steam has ceased. 

Large build ups of potash in the fire pit need to be dispersed. This must only be done when it has 
totally cooled, preferably the following day. It should be finely scattered through the woodland to 
enable natural decomposition. 
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Manual Handling / Tools 
The Kinda Forest School leader is responsible for overseeing safe use and maintenance of all 
tools.  !
The tool box, which is made of steel and contains sharp tools such as knives and axes, is kept 
locked at all times and in the locked shed. The shed is unlocked during sessions, and the tools are 
monitored by Kinda Forest School adults.  !
The Kinda Forest School leader is responsible for the safe keeping  of the tools.  The Kinda Forest 
School leader ensures all protective equipment is used when necessary eg gloves.  !
The Tool Risk Assessment is followed at all times.  

Clothing  
Children are requested to come prepared for the weather and a list of appropriate clothing is 
given to all parents and referrers. There is a box of warm clothes in the shed if a child is in need of 
dry clothes or extra layers. 

Toilet 
The compost toilet (known as Clarissa), is beyond the Kinda Forest School defined boundary so all 
children must ask permission to use it. 
• If children are able, they escort themselves to the toilet with an adult monitoring their return.  
• If an adult needs to escort a child, a member of staff or volunteer with DBS clearance should be 

informed and will accompany the child. 
• If a child has a toileting accident on site, then the adult and child will tell the Kinda Forest 

School leader who will advise on action. 
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Privacy and Data Protection 
At the end of the day information about any child or adult is stored in Basecamp (a document 
storage system). Paper copies are destroyed by burning or shredding.  !
Any team members that have access to Basecamp have signed a confidentiality agreement for 
information systems as part of their commitment to the Kinda code of conduct.  !
All forms are stored in the locked secure box in the shed. The shed is also locked when groups are 
not on site. When the half term forms are completed, they are destroyed and a copy kept within 
Basecamp. !
All daily plans and risk assessments are kept locked in the secure box and used for planning 
purposes. In addition, they are photographed and stored on Basecamp as a backup. No personal 
information is kept on the daily plans. !
Correspondence is via email and documents are stored confidentially on Basecamp.  !
BASECAMP KE Confidentiality Agreement 20 
BASECAMP KE Privacy Notice and Data Protection 20 
BASECAMP KE Privacy Notice and GDPR 20 

Photography and Film  
Photographs, video and other forms of picture capture are permitted only via the Kinda Education 
phone. Please ask a member of staff if you wish for a photo or film to be recorded. 

Kinda Phone Contact 
The Kinda mobile phone is kept on site for emergencies and for recording purposes. All team 
members must make sure they know where the phone is kept.  !
The telephone number is 07776 117671. 

Lone Working  
No one should work alone without informing another adult who will agree to be available to assist 
in case of an emergency.  
BASECAMP KE Lone Worker 
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SECTION 4 Information for Clients  
Admissions  
Point of contact for all families is the Kinda Forest School administrator  !
Referrer or parent, school or service provider (referred to as the applicant) makes contact with 
Kinda Forest school via phone, website or email.  !
Kinda Forest School sends the applicant an Admission Pack for Parents and Carers with an 
invitation to attend a welcome session. This can be downloaded from the web or sent via email.  

• Application form  

• Admissions process 

• Directions 

• Link to our policies and procedures on website – including Safeguarding Policy  !
Applicant and child are invited to visit the Kinda Forest School group they wish to attend for a 
taster morning or afternoon, which is usually a two hours session. The session allows the child to 
get a feel for the group and also for the applicant to have a chat about how Kinda Forest School 
can best support the child.  !
The KE Facilitator and parent fill out the application form, and being made aware of  

• Safeguarding 

• Child-led facilitation 

• Support plan and PEPSC 

• Opportunities to give feedback !
If the applicant decides their child is to come to Kinda Forest School, the administrator confirms 
the booking.  !
Applicant makes payment preferably by bank transfer. A minimum of half term payment in 
advance is needed to confirm the booking.  !
All forms can be downloaded from the web - www.kindaforestschool.wordpress.com 
BASECAMP KE Admissions Pack for Parents and Carers 20 
BASECAMP KE Safeguarding 
BASECAMP PEPSC Support Plan 
BASECAMP KE Admissions Process 20 !
Feedback 
Kinda Education is committed to continuous improvement. To that end, we invite feedback and 
input from children at Forest School, from their parents, carers and relations, from referrers and 
from any other interested parties. We are committed to act on any feedback if it will improve any 
aspect of Kinda Education. 
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Feedback on a child’s education 
We invite feedback on a child’s personal learning journey through conversation with the child and 
via the PEPSC feedback form. 

Feedback on other aspects 
We invite feedback on any other aspects of Kinda Forest School. This can be in person to any 
member of staff or a director, by phone, via a printed comments form available on site, via the 
Kinda Forest School Facebook page or via the website form 
BASECAMP Feedback Policy 

Complaints 
A student, parent, referrer or any other individual can make a complaint if: 

• they feel raising it informally has not worked 

• they do not want it dealt with informally 

• it’s a very serious issue, for example sexual harassment or ‘whistleblowing’ 
It is helpful to discuss the complaint informally at first with one of the Kinda Forest School staff or 
directors but if this is not possible please follow the complaints procedure.  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SECTION 5 Information for Staff 

Disclosure 
If you already have an enhanced DBS (Disclosure and Barring Service) certificate, we will need a 
copy before your first session. If you do not have a DBS certificate we will ask you to apply 
through Kinda Education. Our DBS leader will assist you in this process. Until you have your DBS 
certificate you must not be alone with any child. It is both the responsibility of the team at Kinda 
Forest School and you to ensure this is the case. 

Discipline 
Kinda Education will follow due process when dealing with a disciplinary matter. 

Grievance  
An employee or volunteer can raise a grievance if: 
• they feel raising it informally has not work. 
• they do not want it dealt with informally. 
• it’s a very serious issue, for example sexual harassment or ‘whistleblowing’. !
It is a good idea to discuss the complaint informally first with a member of the Kinda Forest 
School staff or directors. 

Mobile Phones 
Staff and volunteer phones are not to be used during a session. If it is necessary, calls are made or 
answered outside of the boundary area.  

Confidentiality 
In the course of their work, staff, volunteers and associates may have access to confidential 
information, which is the property of Kinda Education.  !
Confidential information includes: 
• Client data 
• Intellectual property 
• Marketing and development plans and forecasts 
• Business operations 
• Product and service information 
• Proprietary computer code 
• Computer technology 
• Accounting records 
• Information disclosed to Kinda Education by a third party that is protected by a non-disclosure 

agreement !
All staff, volunteers and associates must sign a confidentiality agreement. !
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Loss of data 
Should confidential data be lost or improperly disclosed, the person responsible for the loss will 
inform Kinda Education immediately and take all reasonable steps to retrieve the data or 
improperly disclosed information. 
BASECAMP KE Confidentiality Agreement 
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SECTION 6 Checklist, Declaration & Review 
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!
Declaration  !
I have read and understand the Kinda Education handbook. !
I have read and understand Kinda Education’s full policies and procedures. !
I agree to abide by the policies and procedures set out in the handbook and in Kinda Education’s 
full policies and procedures. !
I have signed a confidentiality agreement. !
I am a volunteer and I have signed a volunteer agreement !
Signature ………………………………………………………………. !
Print name ……………………………………………………………… !
Date ……………………………………………………………………. !!
On behalf of Kinda Education !
Signature ………………………………………………………………. !
Print name ……………………………………………………………… !
Date ……………………………………………………………………. !
Review 
Handbook dated: June 2020 
Next review date: September 2020   

!!!

September 
2020

September 
2021

September 
2022

September 
2023

September 
2024

September 
2025
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Check list of Supporting Documents 
!

!!!!

BASECAMP Volunteer Policy 20! 7!                                                             
BASECAMP KE Equality and Diversity 20! 12!                                            
BASECAMP KE Confidentiality 20! 12!                                                        
BASECAMP KE Behaviour Policy! 13!                                                         
BASECAMP KE Environmental Policy 20! 15!                                             
BASECAMP KE Behaviour Policy 20! 16!                                                    
BASECAMP KE Missing Child 20! 16!                                                         
BASECAMP KE Bullying Policy 20! 16!                                                       
BASECAMP KE Supporting Children with Medical Conditions Policy 20!20!
BASECAMP  KE Safeguarding 20! 20!                                                        
BASECAMP KE Safeguarding Referral Chart 20! 20!                                  
BASECAMP KE Safeguarding Record of Concern Template 20! 20!          
BASECAMP KE Health & Safety Chart 20! 22!                                            
BASECAMP KE Health and Safety Policy 20! 22!                                       
BASECAMP KE Insurance 20! 22!                                                               
BASECAMP Risk Assessments! 22!                                                            
BASECAMP KE Accident and Emergency Procedure! 23!                          
BASECAMP KE Accident Log / Blank Incident Forms! 24!                          
BASECAMP KE Confidentiality Agreement 20! 26!                                      
BASECAMP KE Privacy Notice and Data Protection 20! 26!                       
BASECAMP KE Privacy Notice and GDPR 20! 26!                                     
BASECAMP KE Lone Worker! 26!                                                               
BASECAMP KE Safeguarding! 27!                                                              
BASECAMP PEPSC Support Plan! 27!                                                       
BASECAMP KE Admissions Process 20! 27!                                              
BASECAMP Feedback Policy! 28!                                                               
BASECAMP KE Confidentiality Agreement! 30                                           
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Contacts !
Kinda Forest School t: 07776 117671 e: info@kindaeducation.org !
Admissions: Kym Riverbranch 07776 117671 !
Safeguarding leads:  Mell Harrison 07760161755 
External Safeguarding lead: George Garamukanwa 07956 135824 
DBS lead: Rachel Kellett  07920 055888 
Health and Safety/ Risk Assessments: Mell Harrison 07760162755 !
Web and publicity: Rachel Kellett 07920055888 !
Accounts:  Louisa Yallop, 2 Yarmouth Road, Hales, Norfolk, NR14 6SP  !
Kinda Education CIC directors: Mell Harrison, Rachel Kellett, Kym Riverbranch and Louisa Yallop. 

  !
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