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Behaviour Management Policy 
  

• At Ace Forest School we believe that all members of a group flourish when they know 
how they are expected to behave and when they are free to develop their play and 
learning without fear of being hurt or unfairly restricted by anyone else. 

• We are committed to establishing a learning environment in which group members 
develop self-discipline and self-esteem as they take increasing responsibility for 
themselves and their actions, and as they consider the well-being of others. 

• We actively promote positive behaviour, where children treat each other with care and 
respect. 

• Ace Forest School encourages positive behaviour by focusing on activities that require 
sharing, negotiation and co-operation. We encourage responsibility in caring for others 
and for the environment. We increase children’s self-esteem by enabling them to be 
successful. 

• Ace Forest School requires all staff, volunteers and students to provide a positive role 
model by behaving in a friendly, caring and courteous manner towards all involved in 
Ace Forest School both colleagues and clients. 

• All staff, volunteers and students will use positive strategies for resolving conflict by 
helping children and others to find age/development appropriate solutions — for 
example distraction, praise and reward. 

• At Ace Forest School we praise and endorse desirable behaviour such as kindness and 
willingness to share. 

• We take positive steps to avoid situations in which children receive adult attention only in 
return for undesirable behaviour. 

• When children behave in unacceptable ways, we help them to see what is wrong and 
how to cope more appropriately, bearing in mind their ages and stages of development 
— for example by distraction or discussion. Children who misbehave are given, where 
possible, one-to-one adult support in understanding what is wrong and in working 
towards a better pattern. Where appropriate this might be achieved by a period of "time 
out" with an adult. We do not use techniques intended to single out and humiliate 
individual children. We do not shout or raise our voices in a threatening way to respond 
to children’s behaviour. It will always be made clear to the child or children in question 
that it is the behaviour and not the child that is unwelcome. 

• We never use physical punishment, such as smacking or shaking, and children are 
never threatened with these. We require all parent/carer/carers to refrain from smacking 
any child, including their own, when at Ace Forest School. 

• We only use physical restraint, such as holding, to prevent physical injury to children or 
adults and/or serious damage to property. Details of such an event (what happened, 
what action was taken and by whom, and the names of witnesses) are recorded in our 



Incident Book. A parent/carer is informed on the same day and signs the Incident Book 
to indicate that he/she has been informed.  (Reference to DfES circular 10/98.) 

• In cases of serious misbehaviour, such as racial or other abuse, the unacceptability of 
the behaviour and attitudes is made clear immediately, but by means of explanation 
rather than personal blame. 

• Recurring problems are tackled in partnership with the child’s parent/carers and the 
child’s educational establishment using objective observation records to establish an 
understanding of the cause. Ace Forest school will be aware that some kinds of 
behaviour may arise from a child’s special needs. 

  



Child protection policy 
  
• We work within the Chorley Council Safeguarding Children Board details of which can be 

found: 
http://chorley.gov.uk/Documents/Democratic%20Services/Information/Safeguarding%20
Children%20Policy%202018.pdf 

● Reporting hierarchy any staff or volunteers at Ace Forest School are to report child 
protection issues to Jane Downing. If Jane herself is involved or otherwise unavailable 
then the member of staff or volunteer should follow the above procedure as soon as they 
are able. Advice can be obtained from the NSPCC 24hour hotline.  

• Applicants for posts within Ace Forest School are clearly informed that the positions are 
exempt from the Rehabilitation of Offenders Act 1974. Candidates are informed of the 
need to carry out checks before posts can be confirmed. Where applications are rejected 
because of information that has been disclosed, applicants have the right to know and to 
challenge incorrect information. 

• Ace Forest School doesn’t currently abide by Ofsted regulations. However with regard 
hiring staff Ofsted requirements are followed in respect of references and police checks 
for staff and volunteers, to ensure that no disqualified person or unfit person works at 
Ace Forest School or has access to the children. Volunteers do not work unsupervised. 

• We abide by the Protection of Children Act requirements in respect of any person who is 
dismissed from our employment, or resigns in circumstances that would otherwise have 
lead to dismissal for reasons of child protection concern. 

• We have procedures for recording the details of visitors to Ace Forest School and take 
steps to ensure that that no unauthorized person has unsupervised access to the 
children. 

• Where a member of staff or a volunteer is dismissed from Ace Forest School or internally 
disciplined because of misconduct relating to a child, we notify the Department of Health 
administrators so that the name may be included on the List for the Protection of 
Children and Vulnerable Adults. 

• Our policy in a situation where we feel that a child may be suffering from neglect, 
physical, sexual or emotional abuse is that at all times the child's well-being and safety is 
of paramount importance. 

• We will follow a setting’s policy. Should we then feel a situation arises where we need to 
contact Social Services then we have an obligation to protect the child. 

 
  
 
  

http://chorley.gov.uk/Documents/Democratic%20Services/Information/Safeguarding%20Children%20Policy%202018.pdf
http://chorley.gov.uk/Documents/Democratic%20Services/Information/Safeguarding%20Children%20Policy%202018.pdf


Complaint procedure 
  

• We will give prompt and serious attention to any concerns about the running of Ace Forest 
School. We anticipate that most concerns will be resolved quickly by an informal approach to the 
appropriate member of staff. If this does not achieve the desired result, we have a set of 
procedures for dealing with concerns (see below). 

• We aim to bring all concerns about the running of Ace Forest School to a satisfactory conclusion 
for all of the parties involved. To achieve this, we operate the following complaints procedure:

. 



Confidentiality policy 
  

• Ace Forest School aims to ensure that all parent/carers can share their information in the 
confidence that it will only be used to enhance the welfare of their children. 

• Parent/carers have ready access to the files and records of their own children but do not 
have access to information about any other child. 

• Staff at Ace Forest School will not discuss personal information given by parent/carers 
with other members of staff, except where it affects planning for the child’s needs. 
Personal information about children is kept securely in a locked filing cabinet. 

• Issues to do with the employment of staff, whether paid or unpaid, remain confidential to 
the people directly involved with making personnel decisions. 

• Parent/carers’ permission will be sought before photographs are taken of children, either 
as individuals or in groups. Permission is normally given in the registration form. Where 
a child study needs to be completed as part of staff training, the student will be obtain 
written permission from the parent/carer before the study commences. 

• All the undertakings above are subject to the paramount commitment of Ace Forest 
School, which is to the safety and well-being of the child. Please see also child 
protection policy. 

 
  



Emergency action plan (EAP) 
  
•  This is a brief outline for what to do if an emergency/accident occurs whilst working with 

young people/children or students in an outdoor environment.  
  
What you need to know; 
• Secure the group members and keep together in a safe area. 
• Assess the incident and prioritise actions/injuries. 
• Know the grid ref / postcode / what 3 words of your location. 
• Seek help if necessary. 
• Inform appropriate authorities e.g. police, school and line manager 
• If necessary, and you are appropriately trained, offer first aid. 
• Keep casualty (if there is one) comfortable and warm. 
• Check the rest of the group. Make sure individuals are comfortable and safe. 
• Don’t be afraid to seek assistance. 
• Do not speak to the media.  
 
  



 
Emergency procedure 

  
• Ace Forest School will contact the office / persons overseeing (if there is one) the event 

and explain the situation. 
 

• Ace Forest School will contact the police, ambulance, or other relevant service, they will 
take the details of the young person, have their consent form ready. 
 

• Ace Forest School will contact the parent/carer and explain what is happening and any 
other important details e.g. name of hospital if appropriate and tell them that you will 
keep them informed, where necessary. 
 

• Ace Forest School will stay where we are and wait for the Emergency Services to arrive. 
 

• Subsequent dealings with parent/carers and the Press should be done after consulting 
with the head teacher of the school and a line manager. 

  



Equal opportunity policy 
  
● All children are encouraged to respect everyone for their individuality, showing respect 

and tolerance for others religious beliefs, values and special needs. 
 

● By providing good role models the staff at Ace Forest School will demonstrate positive 
acceptance, introduce themes to develop an understanding of the world around us and 
the varied cultures within it. 

 
● Any special diets will be catered for. 

 
● Any discriminatory remarks will not be tolerated. Any discriminatory remarks will be dealt 

with as follows:·  

 
 
● We believe all children are special and individual and that individuality should be 

recognised and valued. Inclusion and equality run through all activities at Ace Forest 
School. Each participant is encouraged to succeed and various strategies will be used to 
ensure success at whatever level the child is able to reach. 
 

● We do not discriminate against a child with a disability or refuse a child entry to Ace 
Forest School because of any disability but will modify a programme as far as we are 
able to enable inclusion. This may include various resolutions which include offering an 
alternative day/place if the environment is deemed inaccessible. 

 
 
  



Equipment and resource policy 
  
Ace Forest School aims to provide children with resources and equipment which help to 
consolidate and extend their knowledge, skills, interests and aptitudes. 

• we provide a sufficient quantity of equipment and resources for the number of children 
• we provide equipment and resources which promote continuity and progression, provide 

sufficient challenge and meet the needs and interests of all children 
• we provide made, natural and recycled materials which are in good condition and safe for the 

children to use 
• we check all resources and equipment regularly. We repair and clean, or replace any unsafe, 

worn out, dirty or damaged equipment 
• we use the inventory to: record the dates and results of checking the resources and equipment 
• we plan the provision of activities and appropriate resources so that a balance of familiar 

equipment and resources and new exciting challenges is offered 
 
  



Food and drink policy 
  

• Ace Forest School regards snack and meal times as an important part of the 
session/day. Eating represents a social time for children and adults and helps children to 
learn about healthy eating. If food is provided by Ace Forest School, we aim to provide 
nutritious food, which meets the children’s individual dietary needs. 

• Before a child attends Ace Forest School, we find out from parent/carers their children’s 
dietary needs, including any allergies. 

• All staff and volunteers are fully informed about individual children’s dietary needs. 
Children receive only food and drink which is consistent with their dietary needs and their 
parent/carers’ wishes. Through discussion with parent/carers and educational 
establishment staff and research reading by staff, we obtain information about the 
dietary rules of the religious groups, to which children and their parent/carers belong, 
and of vegetarians and vegans, and about food allergies. We take account of this 
information in the provision of food and drinks. 

• We have fresh drinking water constantly available for the children. We inform the 
children about how to obtain the water and that they can ask for water at any time during 
the session/day. 

 
  



Fire Policy 
  
Fires and the use of storm/Kelly kettles are an important part of Forest School, they are used in 
many sessions. Ace Forest School aims to ensure that all children and adults participating in 
sessions with fires will do so safely and with as little risk as possible. 
  
Location: 

● Only previously agreed areas will be used for fires 
● Fires will only be lit in Kelly Kettles or Fire Pits 
● Storm/Kelly kettles are only used on flat ground and any woodchip or leaf litter must be 

brushed away before use 
  
Positioning of Children and Adults: 

● No child is allowed to step up to the fire area unless invited by a member of Ace Forest 
School staff 

● Seating is at least 1 metre from the fire pit 
● Children must be supervised whilst around the fire at all times and the fire is never left 

unattended by staff of Ace Forest School 
● When accessing or moving around the fire, children must walk around the outside of the 

sitting circle, then remain sitting whilst they are around the fire 
● Long trousers and shoes must always be worn 
● Children/staff are not permitted to throw anything onto the fire 
● Fires will not be lit in strong winds 
● No flammable liquids or plastics are to be used on the fire 
● If sessions involve children adding fuel to the fire, this must be done 1:1 adult 

supervision 
● The heat proof gloves are always on hand during fire sessions 
● At the end of the session, the fire must be extinguished with water until all smoke and 

steam has ceased 
● Only adults are permitted to light fires, unless children are under the direct supervision of 

a member 
  



Health and safety policy 
  

• We aim to make children, parent/carers and staff aware of health and safety issues and 
to minimise the hazards and risks to enable the children to thrive. 

• Everyone, on arrival, will be registered. 
• A basic first aid kit is kept for the treatment of minor injuries by qualified staff. A record of 

all incidents is kept. A mobile telephone will be carried. At least one member of staff 
present will have current first aid training. The first aid qualification includes first aid 
training for infants and young children. Our first aid kit: complies with the Health and 
Safety (First Aid) Regulations 2013; is regularly checked by a designated member of 
staff and re-stocked as necessary; we will administer plasters if the need arises. 
Parent/carers who are aware of an allergy to any type of plaster should advise when 
completing their child’s registration form which also gives parent/carers’ written 
permission for emergency medical advice or treatment is sought. Parents/carers should 
provide any necessary specialised treatments required for themselves or their children. 
Parent/carers sign and date their written approval. Any injury requiring General 
Practitioner or hospital treatment to a child, parent/carer, volunteer or visitor is reported 
to the local office of the Health and Safety Executive. 

•  Staff understand the first aid procedures for HIV and AIDS, the disposal of sanitary 
waste and uphold hygiene regulations accordingly. Protective equipment will be used by 
staff when dealing with spills of bodily fluids. 

• Site and equipment are regularly checked for damage or hazards and are dealt with 
accordingly and immediately. 

• Only persons who have been checked for criminal records by an enhanced disclosure 
from the Criminal Records Bureau have unsupervised access to the children, including 
helping them with toileting. Toileting is usually dealt with by school staff or parents not 
Ace Forest School staff. 

• All equipment is regularly checked for cleanliness and safety and any dangerous items 
are repaired or discarded. All materials — including paint and glue — are non-toxic. 
Physical play is supervised. Parents are made aware of the risks. Children are taught to 
handle and store tools safely. Children learn about health, safety and personal hygiene 
through the activities we provide and the routines we follow. 

 
  



Illness and infection control procedure 
 

• If a child has and infectious disease or contagious illness e.g. measles, mumps, chicken 
pox; he/she must not attend until the recommended incubation period is passed. 

• If a child has vomited or had diarrhoea within the last 24 hours they must not attend, nor 
in the case of head lice until treated, to safeguard the health of other children and staff. 

 
 
 
  



Insurance Cover 
 

Ace Forest School has appropriate public liability insurance and is covered to £5,000,000. 
  



Lone worker Policy 
 

This policy applies to all staff who work alone at Ace Forest School, this is with the exception of 
any volunteers. Volunteers will never be expected to work alone. 

 
● It is the responsibility of staff/volunteers at Ace Forest School to ensure that they are 

comfortable with all practises that occur at Ace Forest School. The owner of Ace Forest 
School will make themselves available as soon as possible to discuss any 
worries/concerns. 

 
● Ace Forest School will ensure that there is access to a working mobile phone and first 

aid kit at all times. 
 

● Ace Forest School will regularly update and risk assess all activities and locations. All 
staff are to read and keep up to date with risk assessments and policies and procedures. 
 

● Plans and specific locations of activities will be left with three identified people who are 
well known to Ace Forest School. Therefore in the unlikely event there are options to 
make a short phone call to someone who is aware of location who will then in turn be 
able to make the phone call to the emergency services. In all other non life threatening 
situations a phone call to a parent/carer or emergency contact will be made. 

 
● All staff at Ace Forest School are reminded to use common sense, to trust their instincts 

and act accordingly. Should something occur that staff at Ace Forest School feels need 
recording the following Incident Record Sheet is available to do so. The leader will make 
herself available as soon as possible for a debrief following any incident. 

 
 
  



Lost child procedure 
 

• In the event a child becoming lost while at Ace Forest School, the Ace Forest School will 
put into practice procedures. These ensure that a systematic approach to find the child is 
taken and consideration is given to the levels of risk to the child. 

 
Without parents/carers 
 
• In the event that a child is lost, we will ensure a search is made for the child as soon as 

possible, parent/carers and authorities are notified at the appropriate stage, and a high 
level of care is maintained to other children at ace school while procedures are followed. 
 

• We will check the register to confirm the child came to Ace Forest School. A quick 
search of surrounding areas will take place. While the initial search is made, the session 
supervisor will make enquiries of all adults to establish the last sighting and time, clothes 
that the child was wearing, and the mental state of the child (happy, upset etc.). The 
supervisor will then telephone the police and report the situation and follow their advice. 
The parent/carer or carer will be contacted. Telephone lines should remain as free as 
possible so that messages are not delayed. 
 

• The activities for the remaining children will continue as normal and staff not involved in 
the search will give the children proper attention. 

 
With parents/carers 
● If children become lost whilst at an event being held where carers or parents are in 

attendance. First action will be to listen carefully for child/ren. If this first action does not 
succeed then a parent/carer will be asked to stay at each station - for example the main 
area, story-telling tent, and the mud kitchen. The other parents/carers will be asked to 
search the area in a systematic manner. If the children are not found within a short time 
period to be determined by their parent or a responsible adult then the police will be 
called.  

  



Normal Operating procedure (NOP) 
 

• This is a brief outline for all staff that are working with young people in the outdoors. All 
sessions will be run by a qualified and competent service provider.  Assistants will also 
be present.  These may include further trained staff, teachers/youth workers and 
parent/carers.  The assistants may not have a formal qualification but will have received 
a briefing on the activity and the basic use of equipment.  They will also be made aware 
of the risk assessment and the controlling measures to be employed to reduce the risks. 

  
Kit for all sessions; 
• First aid kit 
• Mobile phone 
• Risk assessment 
• Activity notes 
• Spare clothes / sun cream (as appropriate) 
• Water 
• Snacks 
• Resources as listed on plans 

  
Staff working ratios 
• The following ratios apply; 
• Up to 6 young people – 1 Leader 
• 7-12 young people (or less) – 1 Leader + 1 Assistant/parent/volunteer 
• 13-18 Young people – 1 Leader + 2 Assistants 
• Ratio 1:6 
• For younger children please look at the guidelines set by the setting (1:2 – 1:4) (2:5-2:8) 
• N.B. Some activities may require higher ratios as designated by the session 

leader. 
 

 
  



Parent/carer involvement policy 
  

• We recognise parent/carers as their children’s first and most important educators. 
 

• Through liaising with the educational setting and by means of written information, email 
and through regular informal communication, we inform all parent/carers about how Ace 
Forest School is run and its policies. 
 

• If parent/carers wish to participate in Ace Forest School they are made welcome. 
 

• We welcome the contributions of parent/carers, in whatever form these may take.  



Refund Policy 
 

Sessions are run on the basis that there are sufficient numbers to make 
it run as such unfortunately at this time no refunds are available. 

 
Your legal rights: When you buy goods from a business, in law you 

have a number of rights as a consumer. These include the right to 
claim a refund, replacement, repair and/or compensation where the 
goods are faulty or misdescribed. 

 
  



Risk assessment Policy 
  

Ace Forest School believes that the health and safety of children is of paramount importance. We 
make our setting  a safe and healthy place for children, parents, staff and volunteers by assessing 
and minimising the hazards and risks to enable the children to thrive in a healthy and safe 
environment. Ace Forest School follow a 5 step process to risk assessment: 

  
1.        Identification of risk: Where is it and what is it? 

  
2.       Who is at risk: Ace Forest School staff, children, parents? 

  
3.       Assessment of the level of risk: high, medium, low. This is both the risk of the likelihood of it 

happening, as well as the possible impact if it did. 
  

4.       Control measures to reduce/eliminate risk: What will you need to do, or ensure others will do, 
in order to reduce that risk? 

  
5.       Monitoring and review: How do you know if what you have said is working, or is thorough 

enough? If it is not working, it will need to be amended, or reviewed. 
  
Our risk assessment process covers adults and children and includes: 
  

•       checking for and noting hazards and risks in our site and in areas which we visit 
  

•       assessing the level of risk and who might be affected 
  

•       deciding which areas need attention 
  

•       taking action when required. 
  
These are all done by Ace Forest School 
  

•       Our written risk assessments are reviewed regularly by Ace Forest School 
  

•       Health and safety issues are checked daily before each session by Ace Forest School 
  
Legal framework:  Management of Health and Safety at Work Regulations 1992 
  
Further guidance: Five Steps to Risk Assessment (HSE 2006) 

www.hse.gov.uk/pubns/indg163.pdf 
  
Other: Risk Management in Early Years Settings (2007) 
  



Settling in policy 
  
• We want children to feel safe, stimulated and happy at Ace Forest School and to feel 

secure and comfortable with staff. The children attend Ace Forest School with members 
of staff from their education establishment or a suitable person designated by them e.g. 
the parent/carers or social services. 

• Before starting Ace Forest School, we use a variety of ways to provide his/her 
parent/carers with information. These include written information, displays about Ace 
Forest School activities, information days and evenings and individual meetings with 
parent/carers. 

• Where appropriate Ace Forest School leader will endeavour to either visit the children in 
the educational establishment or initially work with them at the educational 
establishment’s premises before the Ace Forest School sessions begin. 

 
  



Special Educational Needs policy 
  
• Ace Forest School aims to provide a welcome and appropriate learning opportunity for 

all children providing an environment in which all children are supported to reach their 
full potential. 

• We welcome children with special needs who can participate in Ace Forest School, if 
appropriate, after consultation between all relevant parties. Changes and adaptations 
can be made to the programme of activities to meet children’s specific needs. 

• If the child has a one-to-one worker within the educational establishment it is expected 
that they would accompany the child. They would not be counted within staffing ratios. 

• We recognise the developmental needs of a wide range of SLD children including gifted 
children and endeavour to meet them within the Ace Forest School programme. 

• We work in partnership with parent/carers, the education establishment and other 
agencies in meeting individual children’s needs. 

• We aim to have regard to the DFES Code of Practice for Special Educational Needs and 
also the provisions of the Disability Discrimination Act 2005 (as amended by the Special 
Educational Needs Act of 2014). 

 
  



Staffing and employment policy 
  
• Because of the nature of Ace Forest School, it is important to maintain a high staffing 

ratio to ensure that children have sufficient individual attention and to guarantee care 
and education of a high quality. Ace Forest School personnel are appropriately qualified 
and are checked for criminal records through the Criminal Records Bureau. 

• Members of staff accompanying the children from their educational establishment 
conform to the settings own regulations. 

• All volunteers and students assisting with Ace Forest School will be supervised at all 
times and will not have unsupervised access to children. 

• We use the following minimum ratios of adult to child: Children 2yrs–y5rs of age: 1 : 6. 
6yrs-11yrs 1:8. 

• We work towards offering equality of opportunity by using non-discriminatory procedures 
for staff recruitment and selection. All staff have job descriptions which set out their roles 
and responsibilities. 

• We welcome applications from all sections of the community. Applicants will be 
considered on the basis of their suitability for the post, regardless of marital status, age, 
gender, culture, religious belief, ethnic origin or sexual orientation. Applicants will not be 
placed at a disadvantage by us imposing conditions or requirements which are not 
justifiable. 

• We are committed to recruiting, appointing and employing staff in accordance with all 
relevant legislation and best practice. 

• We use Ofsted guidance on obtaining references and criminal record checks through the 
CRB for staff and volunteers who will have substantial access to children. 

 
  



Student and volunteer placement policy 
  
● Student and volunteer participation is at the discretion of Ace Forest School personnel 

and the children’s educational establishment. 
 

● We supervise students and volunteers at all times and do not allow them to have 
unsupervised access to children. 
 

● Students who are placed in our Ace Forest School on a short term basis are not counted 
in our staffing ratios. 
 

● We require students to keep to our confidentiality policy. Any information gained by the 
students about the children, families or the adults in pre-school must remain confidential. 
Students required to conduct child studies will keep sanitise all information. This means 
that the child will remain completely anonymous within the study. 
 

● We co-operate with students’ tutors in order to help students to fulfil the requirements of 
their course of study. 
 

● We provide students, at the first session of their placement, with a short induction on 
how our Ace Forest School is managed, how our sessions are organised and give 
access to our policies and procedures. 
 

● We communicate a positive message to students about the value of qualifications and 
training. 
 

● We make the needs of the children paramount by not admitting students in numbers 
which hinder the essential work of the Ace Forest School. 
 

● We ensure that students placed with us are engaged in bona fide early years’ and/or 
Forest School training which provides the necessary background understanding of 
children’s development and activities.  

 
  



Tool use policy 
 
Tools which may be used include (but may include other tools) potato peelers, small hacksaws, 
a bow saw, loppers and a hand-drill. Individual tools will be introduced to children in a structured 
way, clearly showing how to use each tool safely. 
  
The following guidelines will be followed: 
  

● All staff and children will be trained in correct and safe use of all tools and hand saws etc 
 

● All children will be supervised by adults whilst using tools 
 

● All tools to be returned to the trolley/tool bag after use and checked 
 

● Tools to be checked regularly for signs of damage, and repaired as a preventative 
measure 

 
  
 


