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DECLARATION OF REVIEW DATE & SIGNED BY AUTHOR

Name of Forest School Leaders Handbook Review Date Signature
Leah Belford 02/01/24
Lauren Robertson 04/01/24

To be reviewed and updated January 2025.

INSURANCE

As employees of D&G council, we shall be covered by our wider insurance policies. This has been
confirmed by Rachel Williams who leads on outdoor education as part of her remit as Learning for
Sustainability education quality improvement officer. Our school staff already use the outdoor spaces this
forest school will use and has experience working outdoors and with the tools we have. Our School
Support Manager and Headteacher have a copy of this handbook to check planned activities.

All necessary risk assessments are carried out and reviewed here and the forest school leaders have up to
date outdoor first aid qualifications.

Disclaimer on letters to parents:

“PERSONAL ACCIDENT INSURANCE COVER FOR SCHOOLCHILDREN”

The Council provides insurance cover for pupils relative to its liability for any acts of negligence. However
there are certain occasions when pupils may be more “at risk” than others. These occasions arise not from
“negligence” on the part of the Authority but from non-attributable personal accidents, e.g. during curricular
or extra-curricular sports or physical activities. The Council’s insurance cover does not extend to awards of
compensation for damage as a result of such accidents (unless negligence can be proved) and it is
essential that parents are aware of this. Insurance cover for pupils to guarantee compensation for non-
attributable personal accidents is a matter for personal decision and arrangement. Parents may wish to
seek further advice on the availability of such insurance cover from their personal insurance agent/broker.

*Appendix 1
Copy of a TWIMC letter from Zurich Municipal the Council’s insurer setting out the current Public Liability
and Employers Liability cover.

*Appendix 2 ‘Casualty Module’ which sets out the details of cover. Page 3 sets out the Geographical Limits
of cover and P4 sets out the Public Liability cover which covers anybody who is not an employee.
Employee is covered by Employers Liability Cover which is set out further down the document.




VISION STATEMENT

The Wallace Hall Forest School aims to be an inclusive environment for all our pupils in the Wallace Hall 2-
18 school. We aim to reflect the forest school ethos in regular year-round sessions within our WHApples
orchard and surrounding woodland. Installing a sense of place for our young people, in which they can
experience the changing seasons; learn to challenge themselves and manage risks at the same time as
developing skills and confidence in an outdoor setting.

Key Features of
Forest Schools

Forest School Ethos and Principles

Forest school is a learner-led program. Although sessions will
have clear guidance, rules and health and safety and a certain
format to them, there is space for the young people to explore
what they would like to do in our school outdoor classroom.
They will be provided with materials which they will be taught
how to use safely but free to use from an experiential
perspective.

Activities will include tool use, fire making and cooking, building
shelters, foraging, games and site management. The young
people will take an active role in how the space is used and
improved both for our use and conservation and increasing
biodiversity.

The sessions should allow young people to self-regulate their
emotions and to connect with nature which is proven to be
hugely beneficial to mental health.

Pedagogy and Role of play and choice

We aim to provide sessions which are 2 hours in duration. At first as this is established these will be
during the school day with identified young people from our primary and secondary. Forest school is ideal
for participant-led projects and the invention of their own structure, games and activities. Sessions are
planned around the individual’s and group’s needs, and built upon each week. All
Forest School Leaders are qualified through nationally recognised and
accredited training, therefore ensuring Forest School is a high quality learning
experience. The earlier sessions will concentrate on safety; establishing
boundaries and routines and allowing time for the children to become
comfortable and confident in our setting. As the children develop in confidence
and familiarity with the environment the sessions focus on developing and
reinforcing skills, promoting nature connection and developing relationships
within the group.




LOCATION & SITE INFORMATION

Location

Wallace Hall Forest School will have 3 “base camps” to
choose from.

1. The WHApples Orchard.

The WHApples orchard is located at the edge of our
school playing fields, with access at the back of the P.E.
block. The orchard has fruit trees in rows down one side,
with picnic tables in a circle on an area of hard standing.
Lots of raspberries, on a slight slope with rushes.

2. Wallace Hall Woods
A coppiced woodland is located at the back of the Academy, with access
down the path between the orchard and the school perimeter fence. There
are additional wooded areas at the front of the school and behind the playing
fields (Gashouse wood) which might also be used for foraging or in times of
bad weather. The area of wood between the school and the carpark will be
used as a meeting and collection point for parents if o—
required, meaning that participants can stay in a
woodland environment for the duration of sessions!

3. Defiance Wood

This larger woodland is a short walk from the school, across 2 quiet roads
and through the churchyard. Depending on the group, this offers a sense
of adventure and a more secluded spot for activities.

Base camp site OS grid reference Longitude/Latitude What Three Words

WHApples orchard NX883 955 55°1428"N, grid.slams.overused
003°45'26"W

Wallace Hall Woods NX884 956 Longitude 3°45'32"W shelving.clays.fairway
Latitude 55°14'33"N

NX877962

Defiance Woods 55°14'46"N, assume.gambles.scrub

003°45'33"W




Site Information:

The site was originally owned by the Duke of Buccleuch who leased the orchard space to the
school. The woodland is between local farmland and the school perimeter, DG3 5DS. lItis
the remains of a much larger area of wood on which the school was built in 2010 and so is
surprisingly diverse for such a small wood. There is a cemetery to the rear with a
surrounding wall. The wood is enclosed on the other side by fencing to the surrounding
farmland.

Defiance Wood is 10 acres of land planted by school children from Wallace Hall in 2005 with
a mixture of native trees used to build Nelson's Trafalgar fleet, predominantly oak, ash, birch
and alder. Defiance Wood is essentially a corridor of new planting linking established woods.
It sits between “Froggy Lane”, the edge of Thornhill village, farmland and the Kirk Plantation
with Dabton Loch at the far end.

Stakeholders

The WHApples orchard was made in partnership with the local community so the public have
access to the space. Nobody else uses the woodland. It overlooks the field which usually
has crops or cattle in it.

Map of Site:
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Detailed maps of the site:

See appendix 9

Pathway down to woods:




POLICY STATEMENTS

1.Behaviour *existing school policy*

Wallace Hall Academy: Promoting Positive Relationships Policy
Link:
https://drive.google.com/file/d/1zVAGIPWtiuCK6eT0a9qB69pS8BZ7fGir/view?usp=drive link

(This is the 2019 policy, our SMT are currently updating this — we now have Satchel one for
communicating with parents on behaviour so will use this new system and attach changes to
policy once complete)

Our expectations of the Wallace Hall Forest School participants will be the same as within this policy:

Forest School Staff and Helpers

- Be respectful of all members of the forest school

- Create a welcoming, supportive and safe environment

- Highlight positive outcomes and respond to negative behaviour appropriately and in line with school
policies

- Take individual circumstances into account when managing behaviour

Pupils

- Display positive relationships by adhering to Wallace Hall’s Core Values

- Respect the rights of others

- Understand that staff care for all pupils and aim to do what is best and fair for them — accept
support/guidance when offered

Forest school leaders will
- Promote positive behaviour and relationships in the group
- manage inappropriate behaviour as we would in the classroom setting

- Use restorative practice alongside sanctions Restorative discussions/approaches allow
pupils to discuss their thoughts and feelings before, during and after an incident has taken
place. This often leads to pupils more readily taking responsibility for their actions and being
more willing to rebuild or repair relationships with pupils and/or staff involved.

The above processes would be adopted during forest school sessions with notes taken on
any incidents which need to be referred to SMT or require sanctions back in school.


https://drive.google.com/file/d/1zVA6fPWtiuCK6eT0a9qB69pS8BZ7fGir/view?usp=drive_link

2. Environmental

a. Woodland/Land Stewardship Plan: Ecological Impact

Name of woodland/site Location

Small woods around school have no name on | Behind the Wallace Hall Academy building
OS map. We have named “Wallace Hall

Wood”.

“Defiance Wood” also seen labelled as To the North of the school, a short walk

Queensberry-Trafalgar Wood Langmyre” by~ [2Wa&Y-

Woodland Trust.

Owner and contact details Other Stakeholders

Duke of Buccleuch Surrounding land leased by Baird family

Leased to Wallace Hall Academy. (orchard) (farmers)

Defiance Wood is described as “Privately Local community have access to Defiance
owned” yet has public footpath access. Wood- popular dog walking route.

Grid Reference
OS Grid Ref NX 88273 95677
Altitude 80 m
Longitude 3°45'32"W
Latitude 55°14'33"N

Is the site desighated? No.

If so, are there any implications of the designation for Forest School? None.

*Please see the Excel document also submitted which is a data enquiry (2024) from
SWSEIC showing habitat map and record of wildlife recordings*

Are there protected species on site?

There is no evidence of any protected species at the site. Being the remaining part of a larger
wood, there are historical reports of red squirrels, hedgehogs and bats but not since circa
2012. There is evidence of digging and some burrows. Investigated for badgers, rabbits or
foxes. Wildlife cameras show rabbits.




Brief history of the site and its management

Ancient history of area

The current school building was built in 2010 on the site of a coppiced mixed
woodland. These are the remaining pockets of the original wood.

Defiance Wood was planted by local school children in 2005 and forms a corridor,
linking areas of established woodland. The wood was planted with a mixture of native
tree species like those used to build Nelson’s Trafalgar Fleet. The Trafalgar Woods
Project of 2005 was to commemorate the bicentenary of the Battle of Trafalgar (1805)
and organised by the Woodland Trust and the Society for Nautical Research. The
Trafalgar Woods Project established 27 new woods, one wood for every boat which
took part in the British fleet at the battle.

Recent management

D&G council hire the site from AMEY in a public private partnership. AMEY therefore
undertake current ground maintenance within the school perimeter and just outside
their fence. They ensure the fence is secure essentially but do not do anything else in
terms of looking after the surrounding woodland. In 2023, a group of secondary pupils
helped to clear a path down to the wooded area and removed a rhododendron. There
have been several groups who have pruned the apple and plum trees within the
orchard. In 2023, we discovered the invasive species New Zealand flatworm and set
about their removal from the fruit trees.

The rural skills classes have done a lot of work on the orchard site but not the
woodland.

A couple of years ago, many of the trees in Gashouse wood were felled due to disease.
The area just behind the school playing fields has since been replanted. There are a
lot of fallen fir trees from recent storms.
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Who else uses the woodland?

Nobody else uses the woodland other than groups from the school. There is evidence
of litter, but it appears this is thrown over the fence from the school grounds. School
groups have put up boxes years ago, and there are old ones to take down which have
fallen apart. The playing fields are used by members of the public mainly for dog
walking, very occasionally it appears members of the public come into the orchard.
Defiance wood is a public space, and used by local walkers and dog walkers.

Description of landscape / topography / features of site

Our Woodland is accessed from the back of the P.E. block. It is concreted round the
back of the building and then we must cross over approximately 50m of the playing field
(grass) to reach the orchard. It is reasonably flat but can be waterlogged especially in the
winter or following heavy rain. To reach the woodland, there is an approximately 100m
walk down in between the perimeter fence and a small ditch. There are bushes and
young trees the whole way down, which we have trimmed to make it easier to access. It
is relatively level underfoot with a slight downhill topography. It is not wheelchair
accessible. As an emergency exit from the site, in the unlikely event of the path being
blocked, we could cross the wall into the cemetery or even go into the field.

There are remains of an old stone wall within the woods. Surrounding the fields are
barbed and wire fences. (not electric) A 10 foot metal fence separates us from the
school grounds.

Description of habitats/wildlife corridors/dead wood resources

The orchard provides an open habitat for insects, birds and small mammals. There
are brambles and nettles around the perimeter, some standing water in the ditch.
There are young saplings which have grown themselves as well as trees we planted
last year- oak and sycamore. There is an overgrown hedgerow around the orchard
which needs cut and laid. This would be the plan for this year either with forest school
participants if they are interested or with rural skills class. There is some dead wood at
the top of the site.

The small woodland is a mixture of deciduous and coniferous species including larch,
beech, oak, holly, hazel, willow, Scots pine, alder and ash. There is a small burn
through the centre, at some points quite steep on each side. The site is on a hill, with
lots of nettles, gorse, brambles, raspberry plants and Rosebay willowherb growing on
the slope. Some trees (birch? rowan?) have also been planted more recently, perhaps
the age of the school.

11



Description of natural processes occurring e.g. natural succession, seasonal
changes, natural regeneration of woodland, life cycles

There is evidence of natural succession where trees have fallen and some new
growth is coming through the leaf litter. In the spring and summer months the area is
shaded and cool. Within the winter months it feels quite open and you can see out
across the fields to the hills.

Burrows have appeared in between Spring 2023 and Winter 2024, perhaps indicating
movement of local wildlife from the nearest woodland across the fields (Horseshoe
woods) which has been largely felled.

For life cycles of flora and fauna on site in more detail please see L Belford’s Forest School portfolio.
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b. Landowner's Agreement

We have permission to use both sites from AMEY, the school and the Duke of Buccleuch. The
school has a leasehold agreement until 2027 for use of the WHApples orchard. See Appendix 3.

We do not have an agreement for Defiance Woods, and as such will not set up any dens or fires at
that site. It will be used for walks, games and activities only.

c. Woodland/Land Stewardship Plan: Three Year Plan

Chosen site is already part of an existing management plan:

WHApples orchard was planted in 2012 so existing management continues from group in the
school. We have links to Steilhead cider who will help advise us on pruning and planting. It was set
up as a community orchard and there are many different links established in its management but the
forest school leader (L Belford) is leading on this currently.

This plan complements existing plans:

The forest school sessions could complement existing plans depending on the group of young
people as the fruit trees need a winter prune. There are diseased trees and limbs which need
removed and burnt- we could use these as the fire wood. Rural skills classes have cut down birch
trees which could be used for habitat creation- or boundaries. There are many options for the
forest school sessions to manage and improve the site- there are pallets for building things-
bridge? Insect hotel? Or whatever they come up with.

How factors identified in environmental impact assessment are managed:

The impact of our forest school sessions will be monitored and should improve the sites for our
school, the productivity of the orchard and for wildlife.

Review and monitoring of plan to demonstrate its effectiveness:

Name of Woodland/Site:
Wallace Hall Woodland and WHApples
orchard.

Location: Next to and behind Wallace
Hall Academy

Grid Ref: NX 88273 95677

Name of owner and contact details:
Wallace Hall Academy contact
Barry Graham (Headteacher)
gwO08officewallace@ea.dumgal.sch.uk
01848 332120

AMEY Ltd contact
Donald Gill
donald.qgill@amey.co.uk

Duke of Buccleuch contact
Anna Fergusson

Call: 01848 600 283

Email: afergusson@buccleuch.com

13
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Frequency of use (who, how often, what for):

Only used by the school. Only rural skills regularly using orchard site. Eco groups,
DofE and outdoor learning occasionally.

Used for picking the fruit in Summer and Autumn months.

Forest school will use on a weekly basis and monitor impact following each session.

14




Consider the impact of factors such as activities, access, resources etc in Year 1

Factors having an
impact

(Activities, access,
resources etc)

Level of
impact

(High,
medium,

low)

How will this affect
the woodland?

How will you
manage this?

Fire

Potentially high
impact

Burning vegetation,
leaving pollution in the
form of burnt wood and
ash.

We will aim to keep fires
within the orchard space on
a circular area designated for
fires. We will not leave the
fire pit/equipment out in
between sessions to prevent
other groups using it
unsupervised.

Access to site and
designated seating
area.

Low

May wear down a path-
but this won’t adversely
impact anyone.

Seating area already
on a path.

Change the path route when
required.

Change the location of
seating area in wood (option
on both sides of the burn)

Den making

Low impact if
using tarps

Medium if
creating a “hide”

May damage trees
where ropes are tied.

Will take steps to prevent
damage by suggesting using
suitable branches.

insects, birds, rabbits,
badgers(?)

Ground cover Low May degrade the leaf |Will not clear leaf litter for
litter, wear down the  [fires in the wood. May use
earth where we are the Kelly kettle on a large
Sitting. log, off the ground.

Will use seating mats to
mark out the fire circle.

Wildlife Low May disturb species-  |Will monitor species

especially the evidence of
burrows. If badger settis in
use we will minimise our use
of that area.

When foraging we will apply

the rules for sustainable use.

15



Methods and frequency of monitoring used & how group is involved in this:

We will be checking the site before and after each forest school session so will be able to monitor
any impacts we are having on the environment. Some of the suggested activities will focus on
identifying which species are present so the young people might take an interest in learning
wildlife recording techniques.

How these feedbacks to stewardship plan:

Our findings as a group and any improvements we make will feedback to the overall stewardship
of the school grounds. Our forest school lead is also overseeing the development of a wellbeing
garden and outdoor classroom in the WHApples orchard. Both forest school leaders work in the
school and so will be able to pass on progress to wider school community.

Opportunities with wider woodland/site management include
We are involved in the Kier Wood Regeneration project with D&G Woodlands and have carried out

some tree planting already with Galloway Glens. Our connections with local producers of apple
juice also will continue to support management of the site.

Aims for year 2

e We hope to put in a pond, perhaps digging some channels and seeing where water
gathers could be a starting point for this.

e Wildlife surveys and Bioblitz events with Biology classes to assess current species
found on site.

e Pruning of fruit trees and removal of disease/dead branches.

Aims for year 3

e Proper construction of a pond or ponds to increase biodiversity in the orchard.

e Laying the hedgerow around the orchard to make a more permanent structure to support
biodiversity, provide a windbreak but also not compete for light and resources with the fruit trees.

e Replanting lost fruit trees and some other companion species.

16
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3. Equality *existing school policy*
Wallace Hall Academy — Inclusion and Equality policy (June 2019)

Link: https://drive.google.com/file/d/16-7ItED9CwAtMiRnzvOYucAUpyAeAaiO/view?usp=drive link

The Wallace Hall Academy Inclusion and Equality policy takes guidance from a number of important
sources including Education Scotland, GIRFEC and The Equality Act 2010. It aims to ensure that all young
people at Wallace Hall Academy are treated fairly and consistently at all times, with specific reference to
the 9 protected characteristics:

1. Age

2. Disability

3. Gender reassignment

4. Pregnancy and maternity

5. Race

6. Religion or belief

7. Marriage and civil partnerships
8. Sex

9. Sexual orientation

Wallace Hall Academy is a school within Dumfries and Galloway Council and as such also takes guidance
from the Council on Inclusion and Equality with reference to young people in our school and staff who work
in our school.

Wallace Hall Forest School will follow this, the leaders being responsible for:

0 placing the young person at the centre of all decisions;
0 promoting inclusion and equality through their daily interactions with young people;

0 ensuring breaches of this policy are dealt with fairly and consistently in line with the schools positive
behaviour policy;

[0 ensuring breaches of this policy are recorded and passed on to the relevant line manager where
appropriate.
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+

4. Health & Safety including Accident & Emergency (RIDDOR) HEALTH & SAFETY
POLICY

*existing council policy*

https://drive.google.com/file/d/luoox-
y6n2v |1 cwM2SKwLuvUna ySP3/view?usp=drive link

Accident Reporting

https://drive.gooqgle.com/file/d/IVr7TpTg7AOniK3N2k1mD0O1suyTgay60O/view?usp=d
rive link

SEE ALSO RISK ASSESSMENTS FOR ALL PLANNED ACTIVITIES.
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https://drive.google.com/file/d/1Vr7TpTg7AQniK3N2k1mD0O1suyTgay6O/view?usp=drive_link

5. Cooking including food hygiene *existing council policy*

https://docs.google.com/document/d/1A5deDMMc LSIMamyvXRveO7bY6PHXtSqg/edit?us
p=drive link&ouid=116214289308948308640&rtpof=true&sd=true

Wallace Hall Forest School — Fireside Cooking and Food Hygiene Policy

During Forest School sessions at Wallace Hall Academy, some food cooking may take place. Forest
School Leaders will ensure that the fireside cooking and food hygiene procedures are always followed.
Appropriate risk assessments will be in place around fireside cooking and food hygiene.

1. Forest School leaders will ensure that the food provided is appropriate for fireside cooking.

2. Food items will be in date.

3. Food items will be stored in appropriate containers and at appropriate temperatures to avoid

bacteria growth and contamination.

Cooking utensils will be clean before and after use, using appropriate cleaning materials.

5. Adults and young people will ensure that hands are adequately washed using soap or antibacterial
hand gel before touching food items and cooking equipment.

6. Food waste will be kept to a minimum, with waste being recycled where possible, and disposed of

appropriately, when necessary.

Frozen food will not be cooked, and food items will not be cooked and reheated.

8. Medical records of young people will be checked to ensure that leaders are aware of any food
allergies so that these foods are not provided at the Forest School.

»

~
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6. Extreme Weather

—

SUNNY | PARITLY
CLOUDY

Weather forecasts will be checked ahead of each session, but
we do intend to go out in most conditions. In the event of
extreme weather such as storms, we will postpone the session
and patrticipants will go to their regular lessons in the school
building.

High winds: Wind speeds are monitored and risk is assessed
according to the features of the specific sites (woodland/ school
playground). If appropriate sessions may be cancelled due to high
winds.

CLOUDY

Rain: We will put up tarps for shelter whenever possible to keep participants comfortably dry.
Getting wet may be part of the Scottish forest school experience however! They will be
appropriately dressed in waterproof clothing so rain should not present a problem.

Wallace Hall Academy Forest School — Weather Policy

Working outside and within natural surroundings is at the heart of the Forest School experience. Leaders
and young people will dress appropriately and use appropriate equipment to fully participate in sessions in
all kinds of weather.

All efforts will be made to ensure that Forest School sessions go ahead. However, exceptions will be made
for weather events that could pose a danger to life. Forest School leaders will assess the weather
conditions and any potential hazards that could come from weather conditions, before every session.
Forest School leaders may cancel sessions due to the following types of weather:

¢ High winds which could pose the risk of falling trees or branches, and fire spreading

¢ Thunder and lightning which could result in people, trees/foliage or structures being struck

¢ Very hot weather which could result in dehydration and sun stroke

o Wet weather in very cold or freezing temperatures which could pose the risk of very low body
temperatures which could increase the risk of hypothermia

e Icy conditions which could result in ground conditions that are too difficult to navigate safely

20



7. Fire
Use of fire

Fires are an important part of our Forest School sessions, we aim to ensure
that everyone participating in sessions with fires will do so safely and with as
little risk to their health as possible.

Fires will only be used in sessions once participants are familiar with the
setting and the Forest School leaders feel they are able to adhere to
agreements regarding fire safety. We have a specific risk assessment
referring to the use of fires which details the procedure. See appendix

Eating, drinking and cooking

We talk to participants about keeping themselves safe in the woods and this means we shouldn’t
eat or drink anything unless told by an adult it is safe to do so (restricted to snack times usually).
We also explain that there are things in the woods that are poisonous and so we remind them not
to put their fingers and hands near their mouths and noses where possible. At snack time, hands
are washed with running water and mild soap and we explain to the children why this is important.

We often cook our snack on the open fire, this could be items such as pancakes, popcorn and
damper-bread, these are cooked by the adult leaders, children may be involved in the cooking
process under close supervision, this could be using our specially adapted popcorn popper (two
sieves wired together) to cook the popcorn in the fire (at a safe distance) or cooking damper bread
or crumpets on sticks. These activities are individually risk assessed.

Wallace Hall Academy Forest School — Fire Policy and Procedures

Fire lighting is an important skill that will be taught safely at WHA Forest School. All adults present at the
Forest School will be adequately trained in fire safety, with a shared responsibility for ensuring that fire
safety is always maintained. At the beginning of each session, all present will know who is responsible for
the lighting, maintenance and extinguishing of the fire. All fires will be built within a designated that it
clearly marked with adequate boundaries using logs. Only one person will be permitted to enter the fire
circle space at one time. Movement around the fire will take place outside of the fire circle.

Forest school leaders will be responsible for ensuring that an appropriate site is identified for fire use, that
that all appropriate site clearance takes place afterwards. Appropriate risk assessments will be in place to
ensure that fire starting takes place safely during the lessons. Fire building will not take place until it has
been confirmed that required safety equipment is present and in working order.

Fire Procedures

1. Appropriate site for fire building will be identified in advance by a Forest School leader

2. Logs will be used to create a boundary of 1.5 — 2m around the fire pit

3. Only one young person at a time will be permitted inside the fire circle

4. Young people must traverse around the outside of the fire circle, with no running permitted

5. When the fire is in use young people are not permitted within the fire circle unless they are invited a
responsible adult.

6. Forest school leaders will ensure that appropriate PPE is provided for fire making and that anyone
tending the fire uses this PPE.

7. All those tending the fire will be required to tie hair back (where appropriate) and ensure that loose
clothing is tucked in.

8. Fire blankets and water will be always on hand.
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9. All adults present will be briefed on who to contact in the case of an emergency.

9. Flammable liquids and plastics will not be permitted on the fire.

10. Advice on wind direction and fire smoke will be provided to all attendees to minimise smoke inhalation
from the fire.

11.. Fire extinguishing will take place safely using buckets of water at the end of every session.

12. The circle areas will be maintained, and cleared, when necessary, to conserve the natural area.

Kelly Kettles

. Kelly Kettles must be lit by, or under the close supervision of, a Forest School leader.

. The Kelly kettle will be placed on a flat, clear surface.

. Logs will be used to create a boundary of 1.5 around the Kelly kettle.

. Young people can feed the fire with one-to-one supervision, whilst wearing appropriate PPE..

. Forest School leaders will ensure that kettles are not boiled with the cork in.

. Kettles will be removed from the fire bowl by a forest school leader

. Kelly kettles will be safely extinguished using water if they have not burnt to ash before the end of the
session.

O~NO P WN P
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8. First Aid *existing school policy*

419

Both forest school leaders have completed an Outdoor First Aid course and will keep
it updated. See appendix .

Wallace Hall 2-18
First Aid Policy & Procedures

If someone is seriously injured and assistance is required, the Office should be informed immediately. The procedure
for pupils with less serious injuries is that they should seek out a Learning Assistant.

Guidance in the case of accident to pupil

a. Take charge and keep calm.

b. Assess the situation promptly — be firm, confident and positive especially towards the casualty.

c. In the event of two casualties — deal with the more serious first.

Can the casualty be moved? YES NO

Send the pupil to find a Learning Assistant. Ask a responsible person to contact the
School Office (47700) to summon either
the designated First Aider or the
Emergency Services to the scene.

The Learning Assistant will assess the Keep the casualty as comfortable as
situation and deliver any treatment if possible as you wait for help to arrive.
required.

Take the casualty to the School Office for ~ The designated First Aider will assess
further First Aid if required. whether the casualty can be moved.

The office will summon the designated First Aider.

NOTE: any head injury should be treated as serious and the medical services should be contacted immediately.
Office Procedure for Pupil Seeking First Aid

a. In the event of serious injury the First Aider should be summoned and medical attention should be sought at once.
b. The casualty’s parents/carers should be notified of the incident.

c. If appropriate, the casualty’s GP should be contacted for further advice.

d. In the event that the casualty’s parents or additional contacts cannot be contacted, the Office Staff should pass
this to a member of the Senior Management Team in order for them to make the necessary arrangements to
transport the casualty to hospital/surgery or home (whichever is required). Only a member of staff with Business
Insurance can do this and they must be accompanied by another member of staff. Alternatively, if there is someone
able to drive the school minibus, the pupil could be transported in that.

e. For minor first aid pupils should seek assistance, in the first instance, from the Class Teacher (each classroom has a
wallet of essential first aid supplies eg. plasters) . If they require further assistance, only if a purple polo cannot
assist, they would go to the school office.
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If a pupil or member of staff is injured, or property damaged as a result of an incident, the person involved/teacher
in charge of the class is required to submit a written report as soon as possible and the appropriate Accident Form -

Accident/Incident Form
Staff should be aware of the following:-

a. The Authority’s policy on First Aid — please see links First Aid at Work Standard Education Services First Aid

Procedures and Health Care in Schools 2-18.
b. The location of First Aid supplies.
¢. The names of qualified First Aiders and Appointed Persons.

First Aiders Qualification Telephone Appointed Telephone

Member of Persons

Staff

Leah Belford Outdoor First With forest B Graham 47704

& Aid school group

Lauren

Robertson

Jillian Maxwell  First Aid 47800 John Blair 47706

Lynne Smith EFAW 47801 Euan Mack 47705

(Primary)

Jen Graham EFAW 47788 Sarah 47805

McDiarmid

Judi Park (ELC)  Paediatric First 47819 Suzanne 47805
Aid Renwick

Wilma Emergency 47808 Lynne Smith 47801

Marchbank Paediatric First

Aid

9. Unwell children

While it is not our policy to care for sick children, who should be at home
until they are well enough to return, we agree to administer medication as
part of maintaining their health and well-being or when they are
recovering from illness, if necessary.

Children taking prescribed mediation must be well enough to attend the
setting

Only prescribed medication is administered. It must be in-date and
prescribed for the current condition

Children’s prescribed medicines must be stored in their original
containers, clearly 12 labelled and are inaccessible to children.

Parents must give prior written permission for administration of
medication.

Any medicine handed to a member of staff will be kept by the forest
school leader for the duration of the session, then returned to the
participant.
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10. Manual Handling

Guidelines for lifting: “

https://drive.gooqgle.com/file/d/14zsGXDCR1BPkmJImlkdMGisHO-67kuRhR/view?usp=drive link

Risk assessment form:

https://drive.gooagle.com/file/d/1-sX8B10TqgrlliaWD01Lv5K-KOnp2Tehe/view?usp=drive link

Flowchart:

https://docs.google.com/document/d/1VZ-
xVG7XhSR8CLYaFX4rgl9TINi2XIWO/edit?usp=drive link&ouid=116214289308948308640&rtpof=
true&sd=true

11. Risk Management

The Benefit- Risk Assessment (BRA) procedure ensures that all children (and
adults) at Forest School remain as safe as reasonably possible, whilst allowing
the children to experience some degree of appropriate ‘risk’, which is important for
their learning, development and enjoyment! We plan our activities and write our
BRA taking into account the benefits of the activity for the children. Our BRA’s are
working documents and a copy of these is available on site during the sessions
and within this handbook. (see section 12)
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12. Risk Assessments [Forest School Risk Assessments should be appropriate to the client
group including individual/special needs and should include (not limited to): Site; Collecting
Natural Materials; Den Building; Ropes; Tools; Camp fires; Camp fire cooking; Weather.

A Cost Benefit analysis is done when considering any new activity or undertaking an
activity with a different group of participants. (See appendix 10).

This will need to be checked and updated each and every time an activity is done.

The following are the risk assessments used for our first block of sessions,
February/March 2024
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Generic risk assessment:

Hazard

Risk Rating
(H,M,L)

Control Measures

Risk Rating with
Control Measures

Slips, trips and falls on
uneven ground

2X2
M

Safety briefing, adequate
footwear, any obvious
hazardous debris (i.e.
fallen branches)
removed from fire pit
area, first aid kit
provided

M

Cuts, splinters, burns

1x2

Safety briefing, 1:4/5
staff ratio, first aid Kkit,
protective gloves
provided, fire circle
clearly marked out, one
person at a time in the
fire circle, hair tied back

Getting too cold

3x1

Adequate clothing worn
with spares provided,
regular check-ins with
participants, keeping
active, taking pupils
inside if too cold,
keeping an eye on
weather forecast

Participants wandering
off

1x2

Setting boundaries,
having a call noise, 2
responsible adults to
supervise, ‘safe trees’
identified, set toilet
breaks

Blunt force trauma

1x1

2 responsible adults to
supervise, first aid kit,
first aid trained adult,
safety briefing
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Emergency Action Plan

If emergency in need of ambulance.

Call 999 using mobile phone (there is reception on site).
Request mountain rescue (if the person cannot make it to the PE department).

"I We are at Wallace Hall Academy. Grid ref PE department & orchard: NX883 955
(grid.slams.overused) Woods: NX884 956 (shelving.clays.fairway)

[1 Nearest postcode: DG3 5DS

[ Directions for ambulance: Go to Wallace Hall Academy, turning right into the school
property, then left to the front of the school, follow it round to the other side of the PE

building, turn left, drive along the tarmac next to the building. We will station people to look

out for you.

PROCEDURE:

First aiders stay with young person doing first aid, and one stays with young person in ambulance
(goes to hospital).

The forest school leader:

[1 Phones emergency services

[1 Gathers and settles other kids, keeps a few helpers to direct the ambulance, sends others
back to class.

[ Get out the medical information of injured young person.

[] Go to PE department to meet mountain rescue, station other children at front of the school to
send ambulance to PE department, help paramedics to find injured person

[1 Follow school procedures about phoning the parent/carer of injured young person.
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13. Tools

Tool Use Policy
Aim:
As a forest school practitioner you have a priority to ensure the safety of
your clients and also
the conservation of your forest area. This policy aims to provide clear
guidelines for the use
of tools within the forest school environment. This policy should be used

in conjunction with
the individual tool cards.

Tools and their storages:
As a practitioner you should:

* Ensure tools are stored in a dry, secure location when not on site.
+ Tools should be checked regularly and well maintained.

 Faulty and damaged tools should be removed from circulation. They should be either
be fully repaired or safely disposed of.

* When on site tools should be stored in a dry lockable box to ensure the safety of your
clients.

Before using Tools in the Woodland:
Ensure these elements are completed before the use of tools is taught:

- Designate an area in the woodland where tools will be stored when not in use. Ideal
practice would be to create a tarp shelter to keep tools dry and make the storage area
very clear.

- Designate and create a safe environment for the use of tools. This may require the
movement of ground layer materials to provide a safe, trip free environment.

* When considering the safe area for use of tools refer to the blood bubble. The safe

working space around an individual or pair of individuals is referred to as the ‘Blood
Bubble’. The name is designed to show that this is the safe distance bystanders
should stay out of to avoid being hurt, when a tool is in use. The ‘Blood Bubble’ is
given a consistent size(two arms and a tools length) so pupils easily remember. With
younger children it may be necessary to mark out the ‘Blood Bubble’, as they may not

be able to visualise the size of the area.

Working with Tools with Clients:

When teaching clients: The Blood Bubble

Safe Zone

+ Clients should be briefed about the importance of using tools safely and
ensuring we are respectful of the woodland environment when using them.
- Before starting to use tools clients should learn the Toojd alks for any tool

being used.
The clients should be able to give their own tool talks fluently, so they
thoroughly understand their safe use.

+ As a practitioner you have to access the client groups abilities and
behaviours to decide whether independent use of tools can be allowed. Before allowing clients to use tools



independently, the correct use should be modelled repeatedly, then the use should be closely supervised until you
are comfortable with independent use.

* Smaller group sizes should be considered when working with tools. An appropriate level of practitioner
supervision is required, especially when working with children.

* As a practitioner if you feel clients are causing a risk to themselves or others during the activity (through use of
tools or their behaviour), you have to be prepared to stop the activity and reteach or discontinue the activity.

+ Ensure tools are locked away at the end of the activity. Tools should be cleaned, safety checked and stored
correctly for when they are used next

14. Transport

All sites are within walking distance of the school and so we shall not be using our mini buses for
forest school sessions. Forest school leaders have valid driving licenses, and L Belford is qualified
to drive the mini bus in case of emergency or moving equipment etc.

The third site will require us to walk as a group to the woodland. We shall need to cross 2 quiet
roads, one with a crossing site (Station road) and one without (Manse road). There is pavement the
whole way along the roads and off road paths. We shall need to walk participants single file at some
points with a forest leader at the front and rear. We shall follow a practiced technique to cross the
road together safely as a group.

Walking route to Defiance Wood shown in red. (Takes approximately 5-10 minutes)
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15. COSHH
The law requires you to adequately control exposure to materials in the @
workplace that cause ill health. This is the Control of Substances Hazardous to
Health Regulations (COSHH). During forest school sessions we shall not be ﬁ -
using chemicals however Many materials or substances used or created -
could potentially harm your health. These substances could be dusts, &%
gases or fumes that you breathe in, or liquids, gels or powders that come
into contact with your eyes or skin. There could also be harmful micro- @ %
organisms, plants or fungi present that can cause infection, an allergic
reaction or are toxic. Participants will be warned about the effects of
prolonged inhalation of wood smoke from our fires, and taught how to
minimise this. The risk assessments for the site will assess regularly for

the presence of harmful plants and fungi, and participants will be warned
and supervised to ensure they don’t make contact with any potentially harmful substances.

16. Insurances

See page and appendices
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Welfare including

a. Clothing - pupils will be instructed to wear wellies, warm clothing and waterproofs. We also
have some spares in the shed so will source relevant sizes.

b. PPE- There are gloves in the first aid kit for personal contact. There are fire gloves for working
with fire. Thick gardening gloves are used for working with the tools and clearing vegetation.

c. Toileting- Outdoor toileting next to cemetery wall will be available. Students will be
encouraged to go at the beginning of the day. We will move to the orchard space towards the
end of each session so they are closer to the PE block.

d. Food & drink- We shall provide snacks as the session will run over their morning break.
Allergies will be checked in parental permission form. Water and hand gel will be available for
hand washing before food preparation and eating.

Wallace Hall Academy Forest School Welfare Policy

Ensuring child welfare is crucial within a Forest School setting. Leaders will therefore ensure that all young people
and appropriate adults are briefed in safe: toileting, tool use and PPE use.

Safe working with tools is an essential skill to be taught at any Forest School. Forest School leaders will therefore be
responsible for ensuring that participants are briefed on how to handle and store tools safely whilst using appropriate
PPE.

Forest School leaders will ensure that all participants are clear on the toileting policy to help ensure that comfort of all
in attendance.

Tools, Equipment and PPE
1. The Forest School leaders will ensure that all attendees have access to appropriate PPE, equipment, and
tools so that safe participation in lessons can take place.

2. Tool checks will be carried out by the leaders before every session to ensure that equipment is safe to use.
3. Any defective tools will be removed from the tool store.
4. Tool maintenance will take place on a regular basis.
5. Tools will be stored in a secure store and transported to the Forest School site safely, under the supervision of
the Forest School leaders.
PPE

Personal Protective Equipment Personal Protective Equipment (PPE) and appropriate clothing is essential when
running Forest School sessions. The below steps will be carried out to ensure that young people and adults are
appropriately prepared to participate fully in Forest School sessions:
1. The Leader will ensure there are appropriate gloves available for lighting the fire, handling sharp foliage, and
for using a variety of tools.
2. Briefings on how and why to use PPE correctly will be provided.
3. Staff will ensure that PPE is cleaned when necessary.
4. Pupils will be encouraged to bring clothing which is appropriate for the season and for the activities. A full kit
list will be provided to parents (see parent letter).
5. Spare clothing will be kept by the Forest School to ensure that all participants are adequately dressed for
activities.
6. cool and damp even in the warmer months. A kit list is recommended to parents for all seasons, for the full kit
list please refer to our Parent Handbooks.

Toileting
Forest school sessions are approximately two hours long &2d so toilet procedures are in place to ensure the comfort
of all participants.
1. Participants will be provided with the opportunity to use the toilets within the main school building before
leaving to attend the Forest School site.
2. Inthe event that a young person should require the toilet during the session, they will be encouraged to use
the toilet in the main building.



3. Depending on the site used for the particular session, Forest School leaders will assess whether or not an
adult must accompany the young person to and from the site to the main building.

17. Safeguarding and anti-bullying (to include protection of vulnerable groups & Getting it Right
for Every Child GIRFEC)

Link: https://drive.google.com/file/d/10g64Tyj46yB2EVZRa9vwPBUQN|MS-
yXD/view?usp=drive link

18. Data Protection, personal data handling, confidentiality *Existing council policy*

Link:
https://docs.google.com/document/d/13kpRaeDwS N6QulKSCd HFvMDdgW5o04g/edit?usp=
drive link&ouid=116214289308948308640&rtpof=true&sd=true

See Appendix (poster)

19. Complaints and Grievance *Existing council policy*

Link: https://drive.google.com/file/d/1YhDSNpael10Q2zLzkMilAbclaPDz9k9d-/view?usp=drive link
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20. Lost or missing child

See the risk assessment for “Pupils Absconding from School Grounds”. The forest school set up
allows us to have eyes on the whole group and there to be a clear boundary- not many routes
in/out for the young people to leave. They would have to pass the school- many windows both
sides of the building. Will have clear calls to signal when the group should reassemble.

21. Social Media protocols *Existing council policy*

Link: https://drive.google.com/file/d/19FLWCGtDFg-
MMpF6ihAIBfUrObcTTJcX/view?usp=drive link

22. Staff, ratios, roles and responsibilities

Wallace Hall Forest School will have a ratio of 1:6 maximum. The first sessions will have 9
young people with 2 adults for safeguarding. As we will be in close proximity to the school
there will be easy access to additional staff in case of emergency.

The roles and responsibilities of both Leah Belford and Lauren Robertson will be the same.
We are both currently trainees on the FOLA level 8 course. We both have Outdoor First
Aid qualification.

Together we will be responsible for:
Planning and running forest school sessions.

Ensuring the comfort, health and safety of the participants.

23. Visitor Protocol

We don’t have any planned visitors to our forest school sessions apart from our tutor(s) from the
Barony observing as part of the FOLA level 8 coursework.

Should outside agencies such as Wildlife Trust or DGOWL have input they are already registered
at our school. Any other visitor, such as a parent of a participant or other interested party from the
school community, (who is not an employee of the school) would need to be added to the school’s
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volunteer register. The protocol is that this is then submitted to the council on a regular basis by
the school support manager.

Outdoor visitors sign in at the front office and are issued a lanyard, they remain with staff so they
know what to do in an emergency etc.

24. Additional Support Needs _*Existing School Policy*

Link: https://drive.google.com/file/d/10v81TLf6duFdxoJZUIHftMKkvkWbgush/view?usp=drive link
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Appendix 1

ZURICH

Municipal

Your Zurich Municipal Insurance

Our Reference MN/IND
Policy Number QLA-08U007-00863
Customer Name  Dumfries and Galloway Councll

To Whom It May Concem

This is to confirm that Dumfres and Galloway Council have in force with this

Company until the policy expiry on 30 September 2024 Insurance
Iincorporating the following essential features:

2Zurich Municipal
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Part A — Public liability

Section 1 - Special Definitions
Clean Up Costs
ay  Testing fior or monitoring of Pollution or Contamination
b the costs of Remediation reguired by any Enforcing Authority to a standard reasonably achievabla by the methods
availzbla at the tima that such Remedation commencas.
Costs and Expenses
ay  Clamanits" oosts and expenses which the insured become legally liable to pay
) oosts incurred with the inswrer’s written consent in dafending any claim for damages
o) costs incurred with the insurer’s written consent for:
i} represantation at any coroner's inguest or fatal injury inguiry
i} defending in any cowrt of summary junsdiction any proceedings in respect of any act or omisson
ralating to any event which may be the subject of indermnity under this part.
Data
Diata of any sort whatever, including without imitation tangible or intangible data, and any programs or software,
lbandwidth, cryptographic keys, databases, documents, domain names or network addresses or anything smilar, files,

interfaces, metadata, platforms, processing capability, storage media, transacton gateways, user aedentials, websites, or
any information whatawer.

Employee

Ary natural person who is

ay under a contract of service or apprenticeshap with the insured

b} & labour master or labowr only subcontractor or persons supplied by any of them

) sali-employed

d) under a work exparience or similar scheme

a)  hired or bommowed by the insured from another emiployear

fy  woluntesring to assst or co-optad 1o assst the insured

and working for the insured in connection with the business while undar the insured’s direct control or supervision.
Enforcing Authority

Ay government or statutory authority or body implemsanting or enfordng emdronmental protection legidation within the
terrtorial limits.

Geographical Limits

a) The territorial limits

b} anywherz in the world in respect of work carried out during temiporary visits by any member or Emiployae normally
resident in and travelling from the territorial limits

o) amywherz in the world in respect of Products supplied in or from the territorial limits other than the United States of
Amenica, Canada and any territory undar their ursdiction.

Injury
Baxdily injury, illness or diseasa (inchuding death).
Pollution or Contamination

ay  Polution or contamination of buildings or other structures or of water, land or the atmosphere; aind
b} loss or damage ar Injury directly or indirectly caused by such pollution or contamination.

Products

Goods or anything indeding packaging. containers, labels and instructions sold, supplied, hired out, constructed, erected,
installed, treated, repaired, sericed, processed, stored, handled, transported or disposed of by the insured or on the
imsured’s behalf in the business.
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Remediation

Ramedying the effects of Pollution or Contamination including primary, complementary and compensatory actions as
specified in the Environmental Demage (Prevention and Remedation) Regulations 2009

Section 2 - Cover

The imsurer will indemnify the insured in respect of all sums which the insured may become legally lizble to pay a=
damages in respect of:

ay acodental Injury to any person other than an Employes

b} accdantal damage to property

<} acodental obstruction, accidental trespass, acoidental nuisance, aoddental interference with pedestrian, road, rail, air
or waterbome traffic, accidantal invasion of the right of privacy excluding any lighility arising under Regulation (ELD
20164679 (Genaral Data Protection Regulation) or Data Protection Act 2018, accidental interference with any right of
air, light, water or way, wrongiul interference with goods

dl  unlawful detantion, imprisonment or armest

ooowring during the period of insurance within the Geographical Limits in the business.

The imsurer will also pay Costs and Expenses. Costs and Expenses will be payable in addition to the Bmit of indemnity

other than im respact of any daim made or brought:

ay in the United States of America or Canada or tarritories undar their jurisdiction

b} under or in consequence of any judgmeant or order in or under the laws of the United States of America or Canada or
territonies under their jursdiction

where the limit of indemmnity will ba inclusive of Costs and Expenses.

2.1 Corporate Manslaughter and Corporate Homicde Act 2007

The imsurer will indemnify the insured against legal costs and expenses inourred with the insurer's prior writien consent

i defending any criminal prosscution induding an appeal 2gainst a conviction arising from any such prosecution and or

invastigations connectad with a charge of corporate manslzughter or corporate homicide under the Corporate

hanslaughter and Corporate Homicide Act 2007 or any equivalkent legilation in the lsle of Man or the Channel |slands

committed or alleged to have been committed during the penod of insurance in the murse of the business and which
ralates to any event invohing Injury which i or may be the subject of indemnity under this part.

Provided always that:

ay  the total lizbiity of the imsurer under this clause will not exceed in the aggregate the sum stated in the schedule as
thie limit of indemnity in any one pericd of inswrance. This limit will form part of and not be in addition to the lmit of
indemnity specified in the schedule

by this dausa will only spply to proceedings brought in the territorial limits

<} the inswurer must consant in writing to the appointment of any solicitor or counsel who are to act for and on behalf of
the insured

di  the insured will give to the insurer immediate notice of any summaons or other process served upon the insured
which may give rise to proceedings under this dause

a)  in redation to any appeal counsal has advised thera are strong prospects of such appeal succeading
Ty the insurer will be undar no Eability:
il where the insured has committed any deliberate or intentional ciminal act giving rise to a corporate manslaughter
of conporate homicde change
iiy i respact of fines or penaltes of any kind

iy im respact of the defence of any criminal proceedings brought or in an appeal against conviction arising from such
proceedings in respect of a breach of:

1) the Health and Safety at Whork etc. Act 1974 or the Health and Safety at Work Act (Northem lreland) Order or
any regulations made thareunder

2} the Food Safety Act 1990 or any regulations made thereunder
3} the Consumer Protection &ct 1987 or any regulstions made thereunder

i) wwhere indemnity for defence costs & aailzble from any other source or is provided by any other insurance or
whers but for the essstence of this dawss indemnity would hawve bean provided by such other source of insurance




gl where the imsurer has aready indemnified the imsured in respect of legal costs or expenses incurred in the defence of
any criminal procesdings ansing out of the same cause or occurrence which gawve rise to the charge of and or
investigation connected with corporate manslaughter or corporate homicide under ancther dause applicable to this
part the amount paid under that dause will be taken into account in amiving at the insurer's lability payable under
this clausa.

2.2 Costs of Criminal Proceedings
The imsurer will ako indemnify the insured and at the insured’s requast any member or Employes against

a) legal Costs and Expenses incurred with the imsurer’s written consant

b costs inoumad with the insurer’s written consent in the defence of any ciminal proceedings brought against the
insured or such member or Employes for an alleged breach of:
iy the Health and Safety at Work etc. Act 1974 or the Health and Safety st Work (Morthern Ireland) Order 1978
iy Fart |l of the Consumer Protection Act 1987
iy Part Il of the Food Safety Act 1990

and which relates to any event involving Injury or damage to property which is or may be the subject of indeminity under

this part ocourring during the period of insurance in the business induding legal oosts and expenses incurred with the

imsurer’s prior consant in any appeal against conviction arising from such proceedings.

Provided always that this indemmity will not apply to:

i} fines or penalties of any kind

i} oosts in respact of which the insured or any member or Employes has effected a more spadiic lagal expenses
protection or insurance

)} proceedings or appeaks consequent wupon any defiberate act or omission and the insured will mmediately repay the
insurer all costs and expensas paid by the insurer prior to any deliberate act or omission being establshed

) proceedings related to health, safety or welfare of Employees.

2.3 Court Attendance Costs
In addition to the imit of indemnity the insurer will pay the insured a daily rate of £500 if any member or Employes is
raquired to attend cowrt as a witness at the insurer’s requast.

2.4 Damage to Reputation

In the event of a claim or series of claims ansing from any one @usa for which the insured would be entitlad o recaive

indamnity under this part the insurer will in addition to the indemnity providad by this part and subject to the insurer’s
prior agreement indemnify the insured for rezsonable oosts inourred by the insured to mitigate resultant damage to the
raputation of the insured.

Provided abways that:
a) the damage to the insured’s reputation & a5 a conseguence of media coverage in print or by radio or television or
MEVWS aOEnCy

b the insurer’s lizbiity under this dausa will not exceed £50,000 in excess of £1,000,000 of the costs of any one daim
or saries of claims arising from any one cause after the application of any deductible or excess in any one peiod of
inswrance

c} the insurer will not be liable under this clause unless the insurer has sole conduct and control of the caim or senas
of claims arisng from any one causa which results in damage to the reputation of the insured.

2.5 Defective Premises Act 1972

The imsurer will ako indemnify the insured in respect of the insured's lagal Eability under Saction 3 of the Defective
Premises Act 1972 or Section & of the Defective Premises (Morthem kreland) Order 19975 in connection with premises
which have been disposed of by the imsured.

Provided always that the insurer will not be liabla:
a)y for the cost of remedying any defect or alleged defect in the said premises
b in respect of Kability more spedfically insured under any other insuranca.




2.6 Environmental Clean Up Costs

The imsurer will also indemnify the insured in respect of all sums induding statutory debts which the insured may

become legally iable to pay in respact of Clean Up Costs ansing from ervironmental damage caused by Pollution or

Contamination where such lability anses under an environmental directive, statute or statutory instrument.

Provided always that:

a) lizhility arises from Pollution or Contamination cused by a sedden, identifiable, unimtended and unaexpected incdent
that takes place at a spadfic time and place during the period of insurance.
All Poliution or Contamination which arses out of one incdant will be deemed to have ooowrred at the same time
such incident takes place

by the insurer’s liability wnder this dausa will not exceed £1,000,000 for any one occurrence and in the aggregate in any
one pericd of insurance and will be the maximum the insurer will pay inclusiee of all Costs and Expenses. This limit
will form part of and not be in addition to the Emit of indemnity stated in the schedule

c)  immediate koss prevention or sahvege action is taken and the appropriate suthaorities are notified
d) the insurer will be under no liability:
iy i raspact of Clean Up Costs for damage to the insured’s land, premisas, watercourse or body of water whether
owwned, leasad, hired, tenanted or otharwise in the insured’s care, custody or control
iy for damage connected with pre-axisting contaminated property
iii} fu_damage cawsed by 3 succession of several events where such individual event would not warrant immedizte
acton

i) i respect of removal of any risk of an adverse effect on human health on the insured's land, premises,
watercoursa or body of water whether owmned, leased, hired, tenanted or othenwisa in the insured’s care, custody
o conitrod

v} in respact of costs in achieving an improvemsant or alteration in the condition of the land, atmosphere or any
watercowrsa or body of water beyond that required wunder any relevant and applicable law or statutory enaciment
at the time Remediation commences

vi) inrespect of costs for prevention of imminent threat of emdronmental damage wherae such costs are incurred
without thers being Pollution or Contamination causad by a sudden, identifiable, unintendad and unaxpactad
incident

vii) for damage resulting from an alteration to subterranasn siores of groundwater or to flow patterns

viil) in respact of the costs for the reinstatement or reintroduction of flora or faunz

i) for damage caused daliberately or intentionally by the insured or where the insured has knowingly deviated
from environmental protections or wheare the insured has knowingly omitted to inspect, maintain or perfom
neacessary repairs to plant or machinary for which the insured are responsible

x)  inrespact of fines or penalties of any kind

®) for damage caused by the ownership or operation on behalf of the imsured of any mining operations or storage,
treatment or dsposal of waste or waste products other than caused by composting, punfication or pre-treatment
of water

xii) for damage which is coverad by & more spedfic insurance policy

wii) for damage caused by parsons aware of the defectiveness or harmifulness of products they have placed on the
market or works or other sarvices thay have performed

xiv) for damage caused by diseasa in animaks belonging to or kept or sold by the insured.
2.7 Indemnity to Other Persons
In the event of any claim in respect of which the insured would be entitled to receive indemnity under this part being
brought or made sgainst:
a)  any member
b any Employee

o) any princpal for whom the insured are or hawve bean carrying out work but ondy to the extent required by the
contract for the work

the imsurer will indemnify such person if the insured so request against such daim and or any costs, charges and
aEpansas i respact thereof.
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Provided always that:

i} the insured would hawve besn entithed to indemnity had the daim been made against the imsured but this proviso will
not apply to §ability attzching o any Employee which arises out of the performance by that Employee of any statutory
function in respact of which the insured hawe agreed o provide the Employes with an indemnity; and

i} such parson is not entitled to indemnity under any other insurance; and

i} such parson will & though they were the insured observa, fulfil and be subject to the terms and conditions of this
part; and

i} such parson was at the time of the incident giving rise to the daim acting within the scope of their suthority; and

w}  the insurer will not be liable unless the insurer has the sols conduct and control of all daims.

2.8 loint Liabilities

If the insured comprises more than one party the insurer wil indemnify each party as thowgh a separate policy had been

issued 1o each of them.

2.9 Legionella

The insurer will abo indemnify the insured in respect of all sums which the insured may become legally liable to pay a=
darmages in respect of Pollution or Contamination caused by or arisng from any discharge, relesse or escape of kegionella
or other airborne pathogens from water tanks, water systems, ar-conditioning plants, cooling towers and the like.

Provided always that:

a) &l Pollution or Contamination which arises out of or as a consequence of any discharge, release or escape of lkegionella
or other airbome pathogens from water tanks, water systems, air-conditioning plants, cooling towers and the ke will
be deemed to hawe ocourred on the date that the insured first bacomes aware of crcumstances which have gen or
may give rse to such Pollution or Contamination

b} regular assessments are carried out of all weater systems to assess the risk of legionellz and any risks identified in the
risk assessment are suitsbly managed

c} the insurer will be under no liability undar this dauss:

il if before the current period of insurance the insured had become aware of aroumstances which have or may give
rise to such Pollution or Contamination

i) wnless the insured at the time Pollution or Contamination which anses out of or as a consaquence of discharge,
release or escape of legionella or other airbome pathogens & desmead to have oocurred is in compliance with the
Health and Safety Commission's Approved Code of Practice entitled “Legionnaires Disease — The control of
legicnella bacteria in water systems”
di the insured will give notice in writing to the insurer immediztely on becoming aware of droumstances which hawve
gQiwen of may give rise to a claim under this dause

a) the total lisbality of the insurer under this dause will not exceed in the aggregate the sum stated in the schedule as
the limit of indemnity in any one peried of inswrance. This limit will form part of aed ot be in addition to the Bmit of
indemnity statad in the schedule.

Special exchsion 3 will not apply 1o this dausa.

The imsured will at inception of ths dause and anmually thereafter provide to the insurer detsils of the number of
pramises owned or operated by the insured where oooling towers and or evaporative condensers are present.

2.10 Persomal Liability

At the insured's request this part will apply to the personal Eability of amy:

a) member or Employes or any member of the family of such member or Employee in connection with the business
b member of sports and social dubs operating in the business while engaged in dub activities.

Provided always that:

i} this will not apply to Eability more spechically insured under any other insurance; and

i} any person indemnified will as though thay wera the insured fulfil and be subject to the terms and conditions of this
part; and

m} the insurer will not be liable:
1} wnless the imsurer has the sole conduct and control of 2l daims
2y where Eability attaches because of a contract or agreement and which would not othenwsisa have attached




3y wherne Hability arises from any employment, business, profession or trade

4y where lability arises from the ownership, occupation, possassion or use of any land, building, motor vehicls,
caravan, watercraft or sinoaft.

Section 3 - Special Exclusions
This part does mot oower:

Aircraft Products
lizhility arising from Products which at the time of the contract of sale or supply are knowingly sold or supplied for use
in craft designed to travel through air or space

Airports
lizbility arising owt of flying oparations and activities incdental to such operations in respect of any airport cwned or
operated by the insured

Asbestos
lizhility, loss, cost or expense directly or indirectly caused by, contributed to by or arising out of any asbastos, asbestos
fibres or any derivatives of asbestos induding any product containing any asbestos fibres or derivatives

Exports to the USA or Canada
lizbility arising from Products which at the time of the contract of sale or supply are knowingly egported o the United
States of America or Canada or termtones under their jursdiction

Foreign Operations
any assodated or subsidiary comipany of the insured’s or branch office or representative of the insured’s with poser
of attorney domiciled cutside the territorial limits

Liquidated or Punitive Damages
any ameount i respect of:
al liquidated damages, fines or penalties which attach solely because of a mntract or agreement

by exemplary or punitive damages awarded by any court of law outside the territorial limits

Motor
lizbility arising from the cwnearship or possession or use by the insured or on the insured’s behalf of any mechanically
propelled motor vehide, plant or attachment of the motor wehide:

al which i licensed for road uss

by for which compulsory maotor insurance or security is required
o) which i maore spadiically insured.

Provided ahways that this exdusion will not apply in respect of:

iy [Eability not more spedfically insured under any other policy arisng during the act of loading or undoading any
mechanically propelled motor vehide, plant or attachment of the motor vehicle or the bringing to or the taking
away of a boad from such wehide, plant or attachment

iy the use of any mechanically propelled motor wehicle, plant or attachment of the motor vehide solsly & a tool of
trade wnlass more spedficaly insured or unless compulsory motor insurance or sacurity is reguired

i} the authorised movemsant on the insured’s premisas or contract site of any mechanically propelled motor vehida,
plant or attachment of the motor vehide unless more specifically insured or unless compulsory motor insurance or
seCurity is required

iy the insured's aciivities in maintaining, servicing, testing and chedking or repairing motor vehicles not owned,
hirad, leased or borrowed by the insured provided ahbways that the insurer will not be liable for any lisbility
rasulting from the use on the rozd within the meaning of the Road Traffic Acts of any wehide while undar the
comitrol of any person for whose acts the insured is responsible or but for the fact that such control is
unauthorsed the insured would be responsible

Pollution or Contamination

lizbility im respect of Pollution or Contamination other than causad by a sudden, identifiable, unintended and
unexpected inddent which takes place in its entirety at a spadfic time and place during the period of insurance. All
Pollution or Contamination which arises out of one incdent will be deemed to have cooumed at the time such inddent
takes placa
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Professional Advice, Design or Specification
damage arising out of professionzl advice, design or spadfication given by the insured for & fee or in circumstancas
where a fee would normally be charged but this exclusion will not apply to:

gl damage resulting from those activities which the insured have a statutory duty to perform
by damage io property other than that which is the subject of such professional advice, design or specifiction

Property Damage and Defective Work

g} damage to that part of any property upon which the insured or any servant or agent of the insured's & or has
bean working wheare the damage is the direct result of faulty workmanship prios to the sals or transfer of the
property to some other party

by damage io land or property previowsly cwned by the insured but sold or transferred to another party whene
such damage results from a defect in that land or property

o) losses consaquent upon damage to property designed by the imsured or on the insured’s behalf and
subsequently sold or transfarred to some other party

d) the mst of rectifying defective work carried out by or on behalf of the insured

Property Held in Trust
damage to property belonging to the insured or in either the insured’s or any Employes’s custody and control or
held in trust by or borrowed, rented, leased or hired for use by the imsured but this exdusion will not apply to:

g} the personal effacts induding vehicles or thair contents of any member, Employes or visitor

by buwikdings or their contents temporarily cooupied by the insured for the purposs of camrying out work therein or
thareon

c) premises or their fixtures and fittings hired, rented, leased or lent to the insured other than such damage if
liability is assumed by the insured under a tenancy or other agreement and would not have attached in the
absence of such agreement

Replading or Rectifying Products
replacing, reinstating, rectifying, recaling, removing, repairing or guaranteeing the performance of Products or making
a rafund on the price of any Product or damage to the Products themsealves

Vessals and Craft

lizhility arising from the owmership or possession or use by the insured or on the insured’s behalf of oaft designed to
traval through air or space, hovercraft or watercraft other than waterborne vessek not exceeding 10 matres in lemngth
usad on inland watenways

Cyber

lizhility arising out of any actual {or alleged) unauthorisad acts {including malicious acts) which results in access to,
disruption of, or any failure of any computer or other equipment or companent or system of item which processes,
storas, transmits or receives Data

Section 4 - Special Provisions

Discharge of Liability

The insurer may at any time pay any mit of indemnity after deduction of amy sum or sums already paid or any lower
amount for which amy daim or claims can be settled and then refinquish the conduct and control and be under no
further lizbility in respact of the daim except for the payment of Costs and Expensas incurrad with the imsurer’s
written consant prior to the date of such paymant.

Limit of Indemnity
The limit of indemnity stated in the schedule is the insurer’s monetary limit {other than any imit otherwise stated)
and applies to any daim or series of claims arisng from any one cause except for claims @used by

d Products

b Pollution or Contamination

wihere in respect of each the limit of indemnity stated applies in the aggregate in any one period of insurance.
Limit of Indemnity — Terrorism

The limit of indemnity in respect of any daim against or by the insured or senies of daims against or by the insured
arsing directly or indirectly from a single act of terrorism will ba £5,000,000.

45



Part B — Officials indemnity

Section 1- Special Definitions

Costs and Expenses
a) Clamanits" oosts and expenses which the insured become legally liable to pay

b oosts incurred with the inswrer’s written consent in defending any claim for damages
which may be the subject of indemnity under this part.

Finamcial Loss
Economic or pacuniary lossas for which the insured may be hald legally lizbls in the law of tort.

Geographical Limits

ay The territorial limits

b ekewhenz in the world in connection with tiemporary visits by any member or employee and normally resident in
and traveliing from the territorial limits.

Pollution or Contamination
ay Al pollution or contamination of buildings or other structures or of water or land or the atmospheare; and

b all Anancial Loss directly or indirectly caused by such pollution or contamination.

Products

Goods or anything induding packaging, containers, labals and instructions sold, supplied, hired out, constructad, erected,
installed, treated, repaired, serviced, processed, stored, handled, transportad or disposed of by the insured or on the
insured’s behalf in the business.

Section 2 — Cover

Section 24 - Negligent and Accidental Acts or Omissions

The insurer will indemnify the insured in respect of sums which the insured may become legally lable to pay as
damages for Finandal Loss directly caused by a negligent and accidental act or omission committed or alleged to have
been committed within the Gecgraphical Limits by an employee or member in the nomal execution of their duties for
the business for which a daim is first made against the insured and is notified to the insurer during the penod of
Insurance.

In addition the insurer will pay Costs and Expenses.

2.1 Bailiffs
Any bailiff acting for the insured undar a contract for sarvicas will be regarded as an employes but will not be antitled to
indamnity under dausse 243

Provided always that:
ay this cover will not apply where the bailiff is entitted to indaminity from any other sournce
b genemral condition 10 of this policy will mot apply to this dauss.

24,2 Court Attendance Costs
In addition to the imit of indemnity the insurer will pay the insured a daily rate of £500 for each member, employes or
volunteer required to attend cowrt as a witness at the insurer’s reguest.

24,3 Indemmnity to Other Persons
The insurer will a0 indemnify under the terms of this part at the insured’s request any member, employes or
volunteer.

Provided always that:

ay the insured would have besn entitled to indemnity had the dzim besn made against the insured but this proviso will
niot apply to kability attaching to any employee in their personal capacity which arises out of the performance by that
employee of a statutory function under the terms of a wiitten agreement with the insured under the tarms of which
the insured has agreed to provide the employee with an indamnity

b no indemnity will ba provided to any person in respect of the consequences of their own fraud, dishonesty or criminal
act




) amy person claiming indemnity:
il & not entitled to indemnity from any other source
ii) was at the time of the inddent giving rise to the daim acting within the scope of their authority
iiiy will be subject to the terrms and conditions of this part in 5o far as they can apply
di the insurer has the sole condwect and control of any czim
a) general condition 10 of this policy will not apply to this dausa.
24.4 Qutside Entity Contingency Cower
At the insured’s request the insurer will indemnify any employee or member arising from ther service on the board or

participation in the capadty of 3 governaor, officer, trustes, director, commitiee member or other offidal of any not-for-
profit entity other than the insured.

Provided akaays that:

a) the service or partidpation by the employee or member is specifically requestad by or under the specific direction of
the imsured

b the insured is legally entitled to approve the service or participation and to indemmnify the employes or member in
respect of it

o} any payment will only be made by the insurer for an amount in excess of any indemnification or insurance ooverage
provided by the not-for-profit entity or afforded from any other sowrce and to which the employee or member &
entithad

dy general condition 10 of this policy will not apply to this dausa.

28.5 Ultra Vires

The imsurer will lso indemnify the insured in socordance with section 24 for Finendal Loss where the act or omission
directly causing such Finandal Loss was commitied by an employee or member in the reasonable belisf (judged by an

objective standard) that it was made within the legal power of the business or authorsed legal power of the employee
of member.

Section 2B - Elections
In conmeaction with the conducting of elections the insurer will indermninify the insured and at the insured's request any
Returning Officer, Acting Returning Cfficer or Counting Officer against:

a) reasonzble legal expenses necessarily incurred in connection with the defence of any proceedings brought against the
insured or any Returning Cfficer, Acting Returning Cificer or Counting Officer

b the cost of holding another election in the event of the original election being dedared invvalid.
Prowided always that:
i}  such proceedings or invalidation are the result of the acridertal-

1} contravention of amy of the provisions of the Representation of the People Act 1983; or

2y breach of any ministenial or other duty by the Returning Officer, Acting Returning Officer, Counting Officer or any
other person employed by or offidally acting for them in connection with the election

i} no indemnity & available to the insured or Returning Officer, Acting Returning Cfficer or Counting Cfficer from any
other source.

Any amount stated in the schedule as the excess applicable under this part will not apply to this section.

Section 3 - Special Extensions
Applicable only where stated in the scheduls.
A. Data Protection
The insurer will ndemnify the insured for legal costs and expenses incurred with the insurer's prior consent, and all

sums the insured is required to pay &5 damaoges to an individual arising from proceedings browght against the Insured
undir:

al Sections 168 and 169 of the Data Protection Act 2018
by Artide 82 of Regulation (EL) 2016679 (Generzl Data Protection Regulation).

i1
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Provided ahways that:
i} the insurer shall not be Rable wnder this axtension for:
1) fines, penalties, Bguidated, punitive or exemplary damages
2} the costs of notifying any person regarding boss of personal data
3} the cost of repladng, reinstating, rectifying or erasing any parsonal data

4} any deliberate or ntentional aiminal act or omission giving rse to any daim wnder this extension committad
by the inswred

iy the lizbility of the insurer under this extension shall not eeceed £1,000,000 in any one penod of insurancs.

Consumer Protection Act 1987

The insurer will ndemnify the insured in respect of all sums which the insured may become legally iable to pay as
ompensation under Section 14 (7} of the Consumer Protection Act 1987 provided abways that the insurer’s liability
for all compensation payable is mited to the sum of £250,000 in respect of al daims first made against the insured
and notified to the insurer during any one pericd of insurance.

Food Safety Act 1990

The insurer will ndamnify the insured in respact of all sums which the insured may become legally lable to pay as

compensation urder Sections W7 and 120100 of the Food Safety Act 1990 providad shvays that the insurer’s lizbiity
for &l compensation payable is lmited to the sum of £250,000 in respect of &l daims first made against the insured
and neotified o the insurer during any one pericd of inswrance,

Certificates of Title

The insurer will indamnify the insured in respact of all sums which the insured may become legally kable to pay in
onnection with an indemnity given by the insured to the Chief Land Registrar relating to certificates of title issued by
the insured.

Section 4 - Special Exclusions
This part does not cover:

Contractual Liability
any caim arising directly or indirectly from any breach of contract or failure to comply with obligations ansing out of 3
oniract howsoever caused which & made by a party to that contract

Courts Jurisdiction
any claim mada or brought:

g in the United States of Amernica or Canada or territories under their jurisdiction
by wrder or in consequence of any judgment or order in or under the laws of the United States of Amernica or Canada
af tarritories under their jurisdiction

Defamation or Maliciows Falsehood
lossas arising from Bbel, slandar, defamation, malicous falsehood or injunious fakehood

Defective Work
the cost of rectifying defective work

Employment Benefits

any legal hability arsing directly or indirectly from breach of any obligation imposed by statute, regulation or commaon
lzww concerning any health and welfare or other amployee beneafit programme induding pensions, social benefit system
or trust established or maintained for the purpose of providing a benefit to employees or former or prospective

employees

Land or Property Sales or Transfers
Financial Loss in respect of land or property sold or transferred by the insured to another party whera defects in the
lzned or property affect the value of that land or property

Liquidated or Punitive Damages

any amount in respact of:

gl Bguidated damages, fines or penalties which attach solely because of & moniract or agreement
by exemplary or punitive damages awarded by any court of lew outside the territorial limits
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&. Maladministration, Misfeasance or Surcharge
gl any claim wholly or in part attributable to, based upon or causad by any matter the subject of a finding of
maladministration or censure by eithar local authority Ombudsman or a cowrt or tibunal of compatent jursdiction

by misfeazance in public office

o) any surcharge made by the District Auditor or other competant body.

Provided ahways that dause &) of this exdusion will not apply in respect of any legal lizbility that would have attached
independantly of such finding

9. Pollution or Contamination

legal libality arising directly or indirectly out of Pollution or Contamination other than caused by a sudden, identifisbla,

unintended and unegpactad incident which takes place in its entirety at a specific time and place during the pericd of
inswrance.

All Pollution or Contamination which arises out of one incident will be deemed to have cooumad at the time such
incident takas place

10. Products
Finandial Loss arsing from Products

11. Professional Liability, Errors and Omissions
EITOrS OF omission in adwvice, design or spedfication provided by the insured but this excusion will not apply 1o
Financial Loss arsing from:
a) those activities which the insured:
i} has & statutory duty to perform
i} manages or performs under the terms of & wiitten ontract or agreement in conjunction with any other local
authority whose statutory duty those activities reprasent
by adwice provided by the insured which the imsured does not have a statutory duty to provide:
i} for which no fes is charged or recaived; and
i} which is ot given under 3 written contract or agreemant; and
i} where such advice is provided by any employee who is acting within the scope of their authority or remit by
virtue of their job description or other offidal guidelines issuad to them by the insured

12. Retroactive Date
Financial Loss where the negligent act, emor or omission giving rise o it occurred pricr to the Retroactive Date statad
in the schedule

13. Searches
Finamcial Loss arsing in connection with searches or enguiries in relation to land or property other than in Sootland

14. Statutory Compensation
lizhility for compensation arsing under any statute or regulations made wnder swch statute excapt whera:

al cover is provided under special extensions &4 BCor D
by such lizbility would have attached to the insured in the absance of such statute or regulations.

Section 5 - Special Provisions

1. Qlaims Motification
The notification fo the insurer in writing during the period of insurance of any circumstances that might give rise to a
daim under this part will constitute a daim first made against the insured duwring the pencd of insurance in which tha
nitification is recetved even though no notification of any claim has been recaived from a third party.

2. Discharge of Liability
The insurer may at any tima pay the madmum amount payable wunder this part after daduction of any sum already
paid or any lower amount for which any daim can be settled and then refinguish the conduct and control and be
under mo further liability in respect of the daim except for the payment of Costs and Expenses incurred with the
insurer’s written consent prior to the date of such payment.

13
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3.

llegal Distraint
The exception of damage to property appearing in the Finandial Loss definition will not apply to the disposal of
property which has bean the subject of llegal distraint.

Limit of Indemnity

The lirmit of indamnity stated in the schedule is the insurer’s monetary Bmit (other than any imit otherwise stated)
and applies in the aggregate to all dairs made in any one period of insurance except that any indemnity availabls
under special extensions A, B, C and D will apply in addition.

4
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Part C — Employers’ liability

Section 1- Special Definitions

Costs and Expenses

a
]
)

Claimants” costs and expenses

msts incurred with the insurer’s written consent in defending any claim for damages

wmosts incurred with the insurer’s written consent for:

il represantation at any coroner’s inguest or fatal injury inguiry

iy defending im any court of summary jurisdiction any proceedings in respect of any act or omission

relating to any ewent which may be the subject of indemnity under this part.

Employee )
Arry natural parson who is

an
i}
Ll
d}
el

fi

under a contract of service or apprenticaship with the insured

a labour master or labowr only subcontractor or persons supplied by any of them
self-employed

under 3 work axpearience or Smilar scheme

hired or bomowed by the inswred from another emiployer

voluntesring to assst or co-opted o assst the insured

and working for the insured in connection with the business while undar the insured’s direct control or supervision.

Injury
Bodily ingury, illness or diseasa {induding death).
Section 2 — Cover

The insurer will indemnify the insured in respect of all sums which the insured may becoms legally lisble to pay as
damages in respect of Injury caused during the period of insurance to any Employee arising out of and in the course of
thair employment by the imsured in the business.

In addition to any daim for damages the insurer will pay Costs and Expensas.

2.1 Corporate Manslaughter and Corporate Homicide Act 2007

The insurer will indemnify the insured in respect of legal costs and expensas inoumad with the insurer’s prior writien
consent in connaction with the defence of any oriminal proceedings induding any appeal 2gainst comiction arising from
any such proceedings brought in respect of a charge and or investigations connectad with a charge of corporate
manslawghtar or corporate homicide under the Corporate Manslaughter and Corporate Homicide Act 2007 or any
equivalent legidation in the Iske of Man or the Channel Elands committed or aleged to hawe been committed during the
pericd of insurance in the course of the business and which relates to any event invobing Injury which is or may be the
subject of indemnity under this part.

Frovided always that:

al

b
€

d}

ah

the insurer’s ligbility under this dausa will not exceed the sum stated in the schedule in any one penod of insuranca.
This limit will form part of and not be in zddition to the limit of indemnity stated in the scheduls

this dlausa will only spply to proceedings brought in the territorial limits

the insurer must consant in writing to the sppointmeant of any solictor or counsel who are to act for and on behalf of
the insured

the insured will give to the insurer immediate notice of any summaons or other process served upon the insured
which may give rise to proceedings under this dause

in relation to any appeal counsal has advised thera are strong prospects of such appeal succeading
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C

il where the insured has committed any deliberate or ntentional aiminal act giving rise to a corporate manslaughter
or conporate homicde changa
i) im respact of fines or penalties of any kind

iy in respact of the defence of any aiminal proceedings brought or in an appeal against conviction arising from =uch
proceadings in respact of 2 breach of the Health and Safety at \Waork etc. Act 1974 or the Health and Safety at
Work Act (Northem Ireland) Crder 1978 or any regulstions made thereunder

i) where indemnity for defence oosts & availabla from any other source or is provided by any other insurance or
whenz but for the existence of this dauss indemnity would have bean provided by such other source or insurance

gl where the insurer has aresdy indamnified the insured in respect of legal costs or expenses incurred in the defence of
any criminzal proceedings ansing out of the same causa or occurrence which gawve rise to the charge of and or
imeestigation connected with corporate manslaughter or corporate homicide under another dause applicable to this
part the amouwnt paid under that dause will be taken into account in ariving at the insurer’s ability payable under
this clausa.

fy  the insurer will be under no liability:

2.2 Court Attendance Costs
The imsurer will pay the insured a daily rate of £500 f any member or Employes & required to attend court 2 2 witness
at the inswrer’s requast.

2.3 Damage to Reputation

In the event of a cdaim or series of caims ansing from any one cuse for which the insured wouwld be entitled o recaive

indemnity under this part the insurer will in addition to the indemnity provided by this part and subject to the insurer’s
prior agreement indamnify the insured for reasonable costs inoumed by the insured to mitigate resultant damage to the
reputation of the insured.

Provided ahways that:
a} the damage to the insured’s reputation & a5 a conseguence of media coverage in print or by radio or television or
NEWS 3OENCY

b) the insurer’s liability wnder this dausa will not exceed £50,000 in excess of £1,000,000 of the oosts of any one claim
or saries of clsims arising from any one cause after the application of any deductible or excess in any ons perod of
insurance

¢} the insurer will not be liable under this clause wnlass the insurer has sole conduct and controd of the claim or senes
of claims arising from any one causa which results in damage to the reputation of the insured.

2.4 Health and Safety at Work Defence Costs
The imsurer will atso indemnify the insured and at the insured’s requast any member or Employee against:

ay oosts and expenses incurred with the imsurer's prior consent
b} costs awardad sgainst the insured or such member or Employes

in the defance of any onminal proceedings arsing from an alleged breach of the Health and Safaty at Work etc. Act 1974

ar the Health and Safety at Work (Morthem Ireland) Crder 1978 ocoourring during the period of insurance in the cowrss of

the business and which relates to any event inwobving Injury which is or may be the subjact of indemnity undar this part

incheding in any appeal against corviction arising from such proceadings.

Provided ahways that this will not apply too

i} fines or penalties of any kind

i} costs in respact of which the insured or any member or Employes has affected a more spadfic legal axpensas
protection or insurance

i} proceedings or appeaks consequent wpon any deliberate act or omission and the insured will immediately repay the
insurer all costs and axpenses paid by the insurer prior to any deliberate act or omission being established

W} proceedings not related to the health, safety or welfare of an Employee.

2.5 Indemnity to Other Persons

The imsurer will atso indemnify at the insured's request:

a) any member or Employes

b} any princpal for whom the imsured are or hawe bean carrying out work but only to the extent reguired under the
contract for the work.
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Prowided always that:

i} such person is not entithed to indemnity undar any other insurance; and

i} such parson will 2 though they were the insured observa, fulfil and be subject to the terms and conditions of this
part; and

m} the insurer will not be liable unless the Insurer has the sole conduct and contral of all dairmes.

2.6 Unsatisfied Court Judgments

i any Employes or their personal representative obtains a judgment from a court within the territorial limits for damages

for Injury against any company or individual operating from premises within the territorial limits and that judgment

rermains unpaid for more than & months after the date of the award the insurer will pay at the imsured’s request the
amournt of any unpaid damages and awarded mosts to the Employes or their personal repressntative.

Prowided always that:
a) the bodily injury:
il & caused duning the period of insurancs
i)y arises out of and in the course of employment in the business
b thera is no appeal outstanding.
If a payment & made the Employes or their parsonal representative will assign the judgment to the insurer.

Section 3 - Special Exclusions
This part doas not cower:

1. Maotor
[izhalrty for which compulsory motor insurance or security is required wndar road traffic legiskation

2. Work Offshore
liability for Injury caused:
al on any offshore instalation or support or accommaodation vessel for any offshore installation

b} in transit to, from or betwesn any offshore installation or support or accommiodation vessel for any offshore
installation

3. Work Overseas
lizhility in respect of any Injury caused outside the territorial limits but this exdusion will not apply to any Employee
tempaosarily employed in work elsewhere provided abways that the contract of service or apprenticeship for such work
wias entered into within the territorial limits and that the Employee i normally resident in and traveling from the
territorial limits.

Section 4 — Special Provisions

1. Limit of Indemnity

The insurer’s Kability will not excesd the sum stated in the schadule indeding all costs and axpensas (other than any
limit ortherwise stated) and any Bmit apphas to any daim or senes of daims arising from any one cause.

2. Limit of Indemnity - Terrorism
The limit of indemnity in respect of any daim or senes of daims arising directly or indirectly from terrorism &
£5,000,000.
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Part D — Libel and slander

Section 1 - Special Definition

Costs and Expenses

a) Claimants’ costs and expenses which the insured become legally liable to pay

b} costs incurred with the insurer’s written consent in defending any claim for damages
which may be the subject of indemnity under this part.

Section 2 - Covar

The imsurer will indemnify the insured in respect of all sums which the insured may become legally liable to pay as
damages for:

a) libek appearing in any publications normal in the business by:
il any member prowvided such publications were spadfically authorsed by the insured
iy any employee

b slanders in oral utterances made by any member or employee arising out of and in the coursa of;
iy the discharge of official duties on behalf of the insured

i)y in the case of a member the imnsured's official business at meetings or of the insured or its committees or
subcommittees or any occason when the member is specfically authorised o represent the insured

for which a claim & first made against the insured and notified to the inswrer during the penod of insurance or within 12
manths of this part ceasing to operate.

Provided always that:
1y the date of any publication or utterance on which a daim is basaed ocours during the peniod of insurance

2} any daim notified during the additional 12 month period after this part ceases to operate will be deamed to have
been made during the final pericd of insurance.

In addition the insurer will pay Costs and Expenses.
2.1 Indemnity to Other Persons
The imsurer will aso indemnify undear the terms of this part at the insured’s request any member or employee.
Provided always that:
a) the insured would have been antitled to indemnity had the claim been made agzinst the insured
b the insurer’s total liability will not be increased bayond the Bmit of indemnity
) amy person claiming indemnity:
il & not entitled to indemnity from any other source
iy will ba subjact 1o the terms and conditions of this part in so far as they can apply- and
d) the insurer has sobe conduct and control of any daim.

Section 3 - Special Exclusions
This part doss nat oover:

1. Exemplary or Punitive Damages
any amount in respect of exemplary or punitive damagas

2. Malicious Falsehood or Injuricus Falsehood
lizhility arising from malicious falsshood or injuricus falsshood

3. Members Co-insurance
the first 10% of all sums the insurer may be called wpon to pay under this part in respact of the indeminity provided
o members under sactiom 2.
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Section 4 - Special Provisions

1. Jairmis Notification
The notification to the insurer in writing during the perod of insurance or the extended 12 months reporting period
aliowved for under this part after cessation of any drourmstances that might give rise to a daim under this part will
constitute a daim first made against the insured during the paricd of insuance in which the notification & received
evan though no notification of any daim has bean received from a third party.

2. Discharge of Liability
The insurer may at any time pay the madmum amount payable under this part after deduction of any sum already
paid or any lower amount for which any daim can be settled and then refinguish the conduct and control and be
under no further liability in respect of the daim excapt for the payment of Costs and Expenses incurred with the
insurer’s written consent prior to the date of such payment.

3. Limit of Indemnity
The limit of indemnity stated in the schedule is the insurer’s monetary lmit including 2l Costs and Expenses and

applies in the aggregate io;
gl all claims made during any one pericd of inswrance; and

by all damages and Costs and Expenses inowrred or awarded in connection with any one publication or utterance
whather all dairms i respect of suc publication or utterance are made during the same period of inswance or not.
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Part E — Professional negligence

Saction 1 - Special Dafinitions

Costs and Expenses

a) Claimants" oosts and expenses

b oosts incurred with the wiitten consent of the insurer in defending any claim for damages
which may be the subject of indemnity under this part.

Financial Loss

Loss that dioes not arse from damage to property other than that to which the Services relate. bodily injury, illness or
disasse of Irespass of nuisance.

Poliution or Contamination

a) Al pollution or contamination of buildings or other structures or of water or land or the atmosphere; and
b all Financial Loss directly or indirectly caused by such pollution or contamination.

Services

The senices specfied in the schedule.

Section 2 — Cover

The imsurer will indemnify the insured in respect of al sums which the insured may becomea legally lizble to pay &=
damages for Finandal Loss arsing from brazsch of professional duty by reason of any negligent act, error or omission
committed or alleged to have been commitied by an employee in providing the Serdces within the territorial limits and
for wehich a claim i first made against the insured and is notified to the inswrer during the period of insurance.

In addition the insurer will pay Costs and Expenses.
2.1 Court Attendance Costs

The imsurer will pay the insured a daily rate of £500 i any member, employee or volunteer & required to attend court
as a witness at the request of the insurer.

2.2 Extended Reporting Period

In the evant that the insured elects not to renew or extend this part and does not affect any similar policy or schame of
self insuramca in substitution then this insurance indudes any daim made and notified to the insurer within 30 days
immediately following the expiry of this part but the cauwse of which ooowmed prior to the expiry of this pericd and &
otherwise covered under this part.

2.3 Indemnity to Other Persons

The imsurer will ko indemnify undar the terms of this part at the insured’s request any employee or member.
Providad ahways that:

a)y the insured would have bean entitlad to indemnify had the dzim bean made against the insured; and

b no indemnity will ba provided to any parson in respect of the consaquences of their own fraud, dishonesty or criminal
act; and

c} any person claiming indemnity:
i) & not entitled to indemnity from any other source: and;
iy was at the time of the incdent giving rise o the daim acting within the scope of their authonty; and
i} will b subjact o the terms and conditions of this part in so far as they can apply; and
d the insurer has the sole conduct and control of any claim.
2.4 Legal Representation
The imsurer will ko cover any ressonable costs and expenses necassarily incurred with the insurer’s wiitten consant for
representation at any offical examination, enguiry, investigation or other proceedings ordered or commissioned by a body

legally empowered to investigate the insured's affairs that are first instigated against the insured and notified to the
imsurer during the period of insurance and which may otherwise be the subject of indeminity under this part.

Provided always that the liability of the insurer will not exceed £10,000 in the aggregate during the pericd of inswance
and this limit will form part of and not be in addition to the limit of indeminity stated in the schedule.

it}
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2.5 Mitigation Costs

The imsurer with its prior writien consent will indemnify the iInsured against any reasonable costs and espanses
necessarnily inoumad in respect of any action to mitigate a loss or potential loss that would othenwise be the subject of a
claim wnder this part.

Section 3 - Special Exclusions
This part does mot cover:

1. Asbestos
lizhility, loss, cost or expanse directly or indirectly caused by, contributed to by or arising out of any asbeastos, asbestos
fibres or any derivatives of asbestos induding any product containing any asbestos fibras or derivativas

2. Courts Jurisdiction
any chaim miade or brought:

g} in the United States of Amenca or Canada or territories under their jurisdiction
by wnder or in consaquence of any judgment or order in or wnder the laws of the United States of Amenca or Canada
or territories under their jurisdiction

3. Defamation or Malicious Falsehood
lizhility arising from libel, dander, dafamation, malicious falsshood or injurious falsshood

4. Express Warranties and Guarantees
lizhility arising from any express warranty, guarantes, contractual promisa, indeminity, waiver or axpress agreement
given by the imsured unless:

al the insured would have baen lable aven if there had not been any swch warranty, guarantee, contractual promiss,
indemnity, waiver or agreement

by the insurer has agread in writing to provide an indemnity

5. Financial Investment
lizhility arising out of any activities regulatad by the Fnancial Conduct Authority or any suooessor authority or any
advice or services relating to the finandng or investment fior any project, schems or venture

B Joint Ventures
lizghility arising cut of the insured's involvernent in any joint venture, consortium, association or other entity of which
the insured forms part undess the insured has obiained the prior written consent of the insurer that such
irvobvement forms part of the Services

7. Liguidated or Punitive Damages
any amaount in respact of:
al lBguidated damages, penalties or fines which attach solely becausa of a contract or agreement
by punitive or exemplary damages awarded by any court of |zw outside the territorial limits

. Pollution or Contamination
lizhility arising directly or indirectly out of Pollution or Contamination other than caused by a sudden, identifizbla,
unintendad and wnaxpactad incident which takes place in its entirety at a speafic time and place during the period of
insurance

0. Prior Circumstances and Claims
lizhility for any clasim arising from incidents, occurrences, facts or matters that:

al the insured knew or that in the insurer’s rezsonable opinion the insured ocught to have known pror to inception
of this part might give rise to a daim against the insured
b} weare notified by the insured under any other insurance policy prior to inception of this part

o) weare disdosed or in the insurer’s reasonable opinion ought to have baen didosed on the insured’s [atast
proposal to the insurer

10. Retroactive Date
Financial Loss where the breach of professional duty giving rise to it ocowrad before the Retroactive Date specifiad in
thie schedule

Fa
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11. Virus or Similar Mechanism, Hacking or Denial of Access
lizhility arising out of:
a) wirus or similar mechanism
by denial of service attack

o) hacking

12, Work Outside the Services
arsing from any neglect, ermor or omission committed by an employee otherwise than in the course of the dscharge
of their duties on behalf of the insured in connection with the Services

13. Data Protection
lizbility arising owt of or in mnnection with the Data Protection Act 2018 or Regulation (EL) 2016% T3 (General Data
Protection Regulation).

Section 4 - Special Provisions

1. Oaims Notification
The notification to the insurer in writing during the period of insurance of any circumstances that might give rise to a
daim under this part will constitute a claim first made against the insured duning the period of insurance in which the
niodification is received even though no notification of any daim has bean received from a third party.

2. Contracts (Rights of Third Parties) &Act 1999
For the punposas of the Contracts (Rights of Third Parties) Act 1999 the inswred and the insurer do not imtend any
term of this contract to be enforceable by any third party induding but not limited to subcontractors.

3. Discharge of Liability
The insurer may at any tims pay the madmum amount payable under this part after deduction of any sum or sums
alraady paid or any lowear amount for which any daim or claims can be settlad and then relinguish the conduwct and
control and be under no further liability in respect of the daim except for the payment of Costs and Expenses incurred
with its written consent pricr to the date of such payment.

4. Limit of Indemnity
The lirmit of indeminity stated in the schedule is the insurer’s monetzry imit {other than any imit otherwise stated)
and applies in the aggregate to all daims made in any one period of insurance.

L. Queen's Counsel
The insured will not ba requirad to contest any legal proceedings unless a Queen'’s Counsal or similar authority sgreed
upon by the insured and the insurer advises that on the actual facts of the case concermed such daim could be
contested with a reasonzble prospect of suooess.

Section 5 - Special Conditions

1. Reasocnable Care
The insured will comply with all regulations imposad by any comipetent authority and take all reasonable precautions
to prevent or minimise daims being made against the insured arising owt of the conduct of the Services.

2. Sole Agent
It is agread that:

a) if more than one entity forms the inswred the entity sat out as the insured in the schadule will act for itself and
be deemed to act as sobe agent for every other entity forming part of the insured and all insured entities ane
desmed to hawe consentad and agreed that rights of action under this part are not assignable excapt with the
imsurer’s prior written consant

by the insured has the sole right to filke notice or proof of loss or make a daim, adjust, receive or enforce payment of
any loss

o) payment of any loss to the insured will fully release the insurer in respect of such loss. If the insurer agrees to
make paymeant to an entity other than the insured such payment will be deemed to have bean made to the
imsured

dj the insured has the sole right to brng legal proceedings arisng undier or in connaction with this part

g knowledge possessed or discovery made by any entity formang part of the insured or by any member, director,
officer, departmental head, senior manager or the equivalent to them will be deemed to constitute knowladige
possessed or discovery made by all other entities forming part of the insured.

2
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Zurich Municpal

Zunch Municipal & a trading name of Zuich Insuance plc

& pubbc limited company incorposated in Iredand Regstration Moo 12460,

Registered Office: Zurich House, Balkbridge Paric. Dublin 4, Insiand.

UK Branch registered in England and Wales, Reqgistration No. BRPIES.

UK, Branch Head Office: The Zurnich Centre, 2000 Paroway, Whileley, Fareham, Hampshire P05 TIZ

Zunch Insurance plc & authonzsd and regulied by the Central Bank of Irsfand. Authansed by the

Prudential Regulation futharity and with deemed vanatian of permission. Subject 1o reguiation

by the Financial Conduwct Authaority and limited requlation by the Prudendial Reguiation Authority.

Dietails of the Temporary Permissions Regime, which allows EEA-based firms to operate in the

UK for a imited period while sesting full authorisation, are avaliable on $he Frandal Conduct

Authority's websie. Our FCA Brm Reference Mumber & 2030932,

Commurications may be monitored or recorded o impeove cur service and for sscurity and

regulstory puspases. .
8 Copyright — Zurich Insurance plc 2030. Al rights reserved. Eeproductson, adaptation or .
translation withiout written price permiesion is prohibited exoept 25 allowed under copyright Lews. Z U Rlc H

AL (NPT 00 (1o CMs HUNICIPAL
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Appendix 3 Landowner’s Agreement:

COPY.

Our Ref: @

S BUCCLEUCH
S ESTATES

Dear Mr Graham,
Queersherry Eitate, orchard tand adiacent to Wallsce Hall Atademry.

| wete to confirm that Duccleuch (states Limaed i prepared 10 grant you » lcence to occupy the
frourd situated adjacent 1o Wallace Mall Acadermy, Tharmhal ot spocified on the attsched plan
outlined in red, subject to the folowing Yerms and (ondiom

L The leense to occupy will be personal 10 you, Wallace Hall Academy and Iy nan.
transfarrable. Regardiews of the date of this apreement, the licence wil comments from the
1" September J012, and s duration will be wnsi 31° August 2027,

L The premizes will be uted soledy for the wie of an orchard ondy. Occugation of the land will
be entirely at your own rish and & will be kept tean and tidy 3t 3l times being 50 et ot the
termination of thes cence.

3. No nuisance has to be cauned 10 Others by reasan of the said occupation and you the
fcensew will imdemnity Succheuch Estates Umited agamist ofl third party claims which may
arive by reason of your occupation.

4 muﬂhWHHMd‘*QIMMMd
way, rights of acoess, water sod dranage rghts that may aflect the same_

S. Licence 1o occupy the land shall remsain rant free wotil 317 August 2015, on which date the
rent wil become 10% of the gross cutpat sales payabie in arrears in one instaiment,

6 Wailace Hall Academy, the icensae. i responsiltie for the erection of fencing within 6
manths of this icence commencng

7. The maintenance of boundacies shall roesain the Rosrsee’s respomaibifity throughout
duration of lenancy.

& The removal of trees at the end of the icence it ot the dincretion of Bucclouch Estates
Uimited, and if requested be at the cost of the fcensee

o Aeam Larnes

Downdarang Mare Mhareny| Dumpnes O0) 600
Tt o VA0 TR Te o A AT S
A BR Hemat® s bl

e B et herm . e b toum
S RPBe T T8 Bt Tt Bt B W e w b mwme T W
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Appendix 4: SWSEIC Data Enquiry for the site

Submitted separately as it is an Excel file with various tabs showing:

e Habitat maps

e Species list

e Historic recordings

¢ Invasive non-invasive species

¢ Notable Species

Appendix 5;: Data protection

Our Information Security
Responsibilities in School

What does this mean for us?

Information in school can be
considered in two categories:

* Pupil/Staff personal data,

* Learning and Teaching information.

This poster outiines how to handle
from your borme I feg. Trackng and
personal data. Menitoring, Text Mestaging, OTWL), you muat
follow e semse pracines you would in schoel,

INFORMATION & M it & netamary 10 have paper fikes at home, you
SECURITY AT \ rmhmdw&mﬁlﬁyd

YOUR DESK o Encrypted USE Purms must be used if it
metesiary 10 tramport shectronid penonel deta.

* Alwouns lock your computer
when you're sway from your
Senk.

@ Lock SEEMES cang the Key Bution ot the

Lo right hand cormer of the kreen INFORMATION
@ Lock your IC by premiing the Windown key mﬂ n.

and L' or by halfing Qrl+Al+Delete.

Alwarys shut down your computer ot the m m

end of the day.
@ Remember to weitich o your montor too. W

Nurver shure your compuier paiwword. - Tha

o an abwlute MUST. Passmores must never x M’pw)‘w;ml | wdin not in

be tharedMuld by eyone ehe
@ Staff who e found 10 be shanog ther
paswword will hawe access removed and it bﬂm“.mwﬁ&‘m
may become a daciphrery matier.
M et 1O & printer should not be left
unattended.
o arva of & witem, speak 1o whool
manasgement, the school office, the GLOW Check and cbssrve your local aerangements for

@ If you require accns £O & Y tem or

management are availl able on Connext.

Nindex.aspx?artiche ide 1 76



Provide a written decision on the complaint
within five working day OR provide a record of
how this was resolved at School level through
a phone call, face to face or the

Email

Educationandleamingcomplaints@dumgal. gow.uk
with either response

1‘ —

Stage 1 B Process
Follow on Stage 1 to address any minor
anomaly or more to Stage 2

OFFICIAL
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Appendix 6: Complaints Stage 2

APPENDIX 2 — SERVICE LEVEL |Central Team): THE STAGE 2 PROCESS

IN HEN EMITH) (CHF HEATHER KERR § VANER 24 WORFIE)

Once 0 and RM have besn identfed. “ﬂlﬁr‘!;_‘hhmqﬁﬂh
recponss templats from Respond.  Contact Complainant to prowids detalls of RM and 10—
Ether via acknowiadgemeant latier on day 3 or labar whan appointsd.

Handiar ahould ssnd reminders fo RM and 10 5 working bafiore Responsa 18
dug and 3 workding days befons responas ks dus to ba with

»  Copy of Ainal Responss should also be s=nt to an Advocats I wssd, Haad Teachan Haad of
\— Sarvice. Staps 2 | shared with HT for Information only — nod for consuitaton. —/

2iage I — Invectigation
1. ImvesSigate when T ousiomer is =31 dssatisfed afterae fave communicabed our decision ot shage 1.

Z. Investigate whene it s clear that Fee oomplaing b particulany compées or will nequine desalisd nve=sigation.
L =

Eand scknowiesgeTant within thiss working days and provioe T2 GsCision a5 00N 35 possibie but witnin 20
working days, unisss there is 3 Cisar rexson for exendng Tis bmescale. Fiease nobe exvterded Nesponses are:
reconded & [ate eyven Fagreement sought and reporfed o She Chiel Execulie.

& COPY OF THE RESPOMEE SHOULD BE SENT TO HEAD TEACGHER AND HEAD OF SERVICE WHERE
APPREDFRIATE

A JEPARATE APOLC3Y LETTER FROM 3ENICR MAMAGSEMENT EHOULD BE EENT N THE CASE OF ANY
T -

‘ i
If the compiaint Is progressed to the Scotlish Puble Services Ombudsman (SPS0), We are required to
share all Invesfigalion comespondence and records (unredacted) within a 20-day notice pericd once the

request Nas been made to the Chief Executive and Direcior of Education and Leaming. Schools may be
asked to provide addiional Information by the complaints team fo support this work.

OFFICIAL
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Appendix

. _____________________________________________________________________________________|
OFFIOAL

APPENDLE 3 COMPLAINTS: HANDLING DIFFICULT CONVERSATIONS:

SCHOOL ! CENTRAL OFFICE STAFF GUIDANCE

This docwment provides guidance on good practice when condwciing dificult conversations, to
ghve you the confidence o tackle dIfMcwt IssUes and to enswne the SUCCEES Of the convarsation.
it covers the Importance of dealing with dificult Issues, preparation for and conduct during the

cOrversaton, and what steps should be taken Tollowing the conversation.

RECORDING AND REPORTING OF DIFFICULT CONVERSATIONS
Increasingly we find curselves In the position where, as part of ow engagement with
parenisicarers and memioers of the publlc we may be overlly or coverily digitally reconded.

» Ag 3 professional you should @ways ensure that you are meeting the requirements of
the Counclis general Employes Code of Conduct Policy and thal you remain
professlonal despite the aititude of the parenticarsr or memoer of the pudlic.

« A5 3an empioyes you are protected by the Counclle Dignity af Work and Falr
Treatment at Work (LGE and Teachars and &ssoclatsd Professionals Pollcy) and 1
you at any time feel under distress or In fear for your safety, you should ask the
parenticarer’memoer of public to leave and report the Incldent as soon 3s possible oy
2scalating o your s2nlkar manager or Headteacher.

HOW TO MANAGE DIGITAL RECORDINGS OF PHONE CALLS | MEETINGS
If @ paranticarer openly discioses that they wish to racord your meeting or are reconding your
telephone conversation you should fake the following sieps.

1. Clarity with the parent why they are recording the meeting/call and nate this.

2. Agres with them that If the mesting/cal |5 recorsed you would sk that they share a copy
of thelr recarding and agree at the me how this 15 best dons and note this.

3. That you wil as0 record the mesting for your own school records. There ane reconding
faclities within Teams thiat aliow you 1o record meetings and save as audio and word Tiles.
Howawer, you must not record a parent without irst seeking consent from the panent.
Please use the attached consent form If you Imend o record @ mesting or s2ek verbal
agreemant over the phone and record this. [Appendix 4)

4. Ifthe parent does not provide consant for you to Sgitally record them, you should a5k for a
coleague 1o join you for the mesting 3s a winess/note taker In order that you can action
any points from the meeting. It s highly uniikely that a parent would withhold consent to a
recording If they are recording themselves.

. If the parznt Is on the phone put the call onto speaker so that you can record this on your
phonaicompuier of ane able 1o call upon a colleague to winess the call. Consant must stil
be sought If you are making a digital recording and consent should be captured In your
pwn reconding o noted on te consent fonm thal you sought vertal agreement.

£. When recordings are undertaken you showld be aware of sharing any Information that
does not directy redate to the concem and refrain from any declarafions Implying emors or
shorbcomings by the schoal that may break a breach of confidence.

7. As with all schodl reconds these can be requestad or used 1o confim points of complaint in
a Stage 1 or Stage 2 process or In 3 podential court procesding 50 standard reconds
managemeni should b= followed In lIng with your Information security policy.

g. If e child Is present and ower the age of 12 consent from the child showld also be sowght
and reconded. However, If they are not presant consent s not needed as the teacher ks stil
aile to discuss the chlld's education with the parent

9. If a formal complaint commences the compiainis team may ask the school 1o share these
recordings along with any other statements as par of the Stage 172 process.

NOTE: Thwm i e brmach of sl s sdes & i Lo T wif a of alel
il e heeschackan o Sofuacsl Sl T of Cusnivas @l Oalk Cainad Rafl) regiire consend.  wifen
U Aecortiineg. ol dtened! paisonl e oirration Soling Vel Des Steuld sof be afared, o § s e Sfafid o wok) b
i [ FigorT B fo D Tl Corris v
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DIFFICULT TOFICS OF CONVERSATION
The following pages will help you In 3 sliuation where are dealing with a complainant. There are

two key areas to conslder; 1 How you Communicate AND 2 How you Listen.

1. Communicate.

St the right tone: You should begin the conversation in 3 professlonal manner as this wil
Encowage a professional atttude throughout the comespondence and help to achleve 3 sucoessiu
putcome. Beglnning the conversation In a non-threatening mannes will also make the complainant
Teel at ease and encourage them to speak openly. To sst the stage, you could start by thanking
the callar for bringing thea matber o our attan and apologles that we are communicating
under thess circumatancas.

State the lasues claarly: To avold misunderstanding, you should 3sk the caller to siate clearly
what the lsswe [5. Tell the calier that you will be taking dowan the detalls of thelr complaint and
passing thils to the most appropriate 13T member to resolve the lssues for them. All polnis should
be: written down iImmediately to avold any misunderstanding, and also clarfy the Issues with the
complainant on conciusion of the conversation.

Be clear about procesa: You should b2 clear that you may not be abie to answer the guery.
Depending on the ime of the call you should be clear ihat 3 responss may not be avallable unil
thie end of the day or the following day (In most cases). IF taken by central atafT thiz will follow
a 3tage 1 — 5 day process within which Schoois will provide a response to the complalnts team.

Emalling: In a small school It may be possible to pass on the handwiitien note directly to the

Headieacher or approprate staff member directy. In the case of a arger school It I Important o
send the emal comment'compiaint directy o the member of s£aff. If 3 polnt of compiaint escalates
thils evigence can De used 1D Ehow that the concarn was P.EIE-'EE'I] onina ﬂ'ﬂE'EII.I‘-E-I}' mannes.

Expectations: It ks Important to reassure the compialnant that all concems are taken serowsly
and that the school will look bo resoive any Issue as quickly as possibie. Explain to the parent that
Staft work with a number of children and that ¥ a member of s1afT does not get back to them today
it will be due to other exisfing and planned activties with other childnen and that this does not

lesson the Imporance of thelr concem.

Expactations: An Immediate response raquired. If you have a parent who expects to speak 1o the
Heaieacher, but the HT & not avallable |ust explaln that they are out of the office [ or In a class. Do
not share any personal Information about your Headtaacher or colleagues.

Focus on the lzaus, not the parson: You should avoid expressing your own opinlon. This can be
done by focksing on facts, avolding generallsations and comments on the Indivdual or the sluation.

Avold an attitude of blame: The lssue needs to be addressad In 3 collaborative way. Dont
approach a conversation with an attitude of "us v them”, but with an atitude of “ooth versus the

probdem™.

Avold belitiling the lasuwe: our oam fear of 3 dificult conversation could lead us to belitiie the
is502, av0id phrases such as "It's really not a big deal”

Be poaltive: You should be boid and siate that you want a successful outcoms. This wil gle a
construcive tone and fieel to the conversaton even I the siuation seems bad.

Body languags: We showd adopt newtral body language by not crossing ams and speak in 3
calm tone of woice at 3 moderate wolume, Our attitude wil wsually be replcated by the caller.

Identify anothar member: If the complainant Is not wiling to discuss the matier with you, try to
idenity another member of 513 for the complalnant o speak o
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2 Listen

Baing listened to ks empowering. We should think of a stuation when someone genuiney
listenad 1o us and recall how 'we feit and reacied 1o this. Baing listenad io can help callers
feel that they are being taken serously and wil help U5 to gather useful Information about
the commanticomplaint.

Dos and Don'ts

Do ask for the individual's view, this could help to ind an appropriate solution

Do use open questions such as “what s your view on that?™

Do lsien to and acknowledge thelr point of vew.

Do appreciate the value of silence. This allows the Individual time to gather thelr thoughts.

Dijask F you have not understond what has been sald, by saying, for example, "OK, |
need to be clear about that, 50 can we go over It again™

Do summarnse the maln poinis of what the caller has sald. This ks useful as | shows that
you have Ilstzned, helps to consolldate your thowghis and helps you to decide where the
conversation should go next. Finding out what the ‘Sesired outcome’ ks may often help
resalve an issue ensuning you make no guarantees that this wil be met.

Do check thal the caller has undersiood what you have sald. For example, say “we need
o finish up, It might be wseful o go over what weve discussed.. 1D BUMManse we have...

Don't jump In while the Individual s speaking.
Don't answer questions that you have put to Me compialnant to answer.

Don't 3sk muliple questions as this can come acmss as Indmidating and prevent tha
caler from giving a useTul answer.

DEALING WITH A CALLERS DIFFICULT ATTITUDE

The topic under discussion may be a sensltive Issue. Some callers may react
negatively, by becoming upset, angry or verbally aousive. There are several things that
'We can do 1o ensure that the conversation remains productive.

Remaln calm. It Is our responsiolity to achleve 3 successiul outcome tothe call and this
can be done only if we remain calm and refrain from bringing our own feslings Into play.
Stam should remain objecitve and refrain from making any personal accusations or
becoming angry.

Let the caller "want". It s Important that the caller calms down. However, alowing the
caller some tme to went thelr anger or frusiration, ghves them space and a feeling of

being listenad to. The caller may also reveal Information that may help In finding a
resodution o thie P'I'EIHEN.

Remembar that the Iszus neads to ba daalt with. Whnen faced with 3 dificult attituds,
wie will often be femptad to hang up In the hope that the person will calm down. Howaver,
inis can make both parikes lose sight of the lsswes

ALl
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Appendix 8: First Aid certificate

w | First Aid Training

Co-operative

Course Organised By:
First Aid Training Cooperative

Course Length:
16 Hours

Course Start Date:
26-Oct-2023

Venuve:

EICA:Ratho

1597 FOFALO

Fombevad er OF Pt Axl Tomning Drgannetars

This certificate indicates that

Leah Belford

Has completed a course in:

Outdoor First Aid 2 Days

Includes the syllabus of an Emergency First Aid at Work Course
Certificate valid for 3 years from course start date

Agenes
Cory Jones, Director
This course was delivered in accordance with currently accepted
first aid best practice, and satisfies the requirements of the Health
and Safety (First-Aid) Regulations 1981

Certification Approval:

To book your next course:

Web: ywaw Srataidiraningcooperadve couk
Emall:

Freephone: 0333 4230731

Course Content:
Cortents of a first id kit
Accident
Vil signs - b 9 kevel of srass colour =, 4 & &
dent managemant - a systemas h to managing first sid ABCOE . First Aid Training
Casuaty g and casal N :
Arway Management — causes and of 4 Co-operative
Recowery Poaiions and other Safe Arway Positions
Breathing Problems - cardiac amest CPR (Card y R ion) inc AED [/ defitvilater use, drowningichid CPR
Hoart attack, Angina
Choking (aduk and chid)
Ci tion Pr - imernal Bleeding al bivedng and for teeding and shock
Crush Injury and biood loss # app 1 the group (chain saw injury)
Mmhﬂuu
& of injury: chest, abdomen, pelvis, log & am, induding remote improviced techniques

Mmlwdmﬂmm
Momawdmwmmmmm heimet

and spinal 0

1ISO:=::

CERTIFIED

FOFALO

Faderation OF Fiest Axl Tasning Orgasmetons

~ Hy mia and cold injurks
C mr dical Emengy mummuem
=0 -Weilsa Lyma & Tick-bome Encephaliic
Mmunandm‘

of cumernt reg

pency cals in dff A0 ituations - phone  radio / oher methods
T
Qutdooe Incident Scenarios

To book your next course:

Emall:
Freephone: 0333 4330731



Appendix 9: Detailed maps of sites
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Appendix 10: Cost Benefit Analysis used for any risky activities:

| Outdoor Learning Risk Benefit Tool

It is the intention that through answering these questions, practitioners may become more aware of the
reasons for doing an activity and what to expect from the experience, therefore making a more informed
choice.

Summarise in a sentence the benefits of this experience to learners:

Has a risk assessment been undertaken for the planned experience?

YES/NO

Does it contain any risks that are identified as being significantly greater than those experienced in normal
school life?

YES/NO

If YES, please list the significant risks here and identify who is affected:

Can these risks be reduced without adversely affecting the benefit of the experience?
YES/NO

If NO, consider how serious the risks might be:

. Cuts and bruises?
. Fracture of major bones?
. Loss of life?

Also how likely is it that a significant risk will manifest itself?

. Possible but unlikely?
. Likely?
. Very likely?
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In your view, are the benefits in proper balance with any potential for harm?

YES/NO

Is there a person from whom you could or should seek guidance and further opinion?

YES/NO

Do you believe the plans for the excursion should continue?

YES/NO

Summarise your justification for this experience:

Educational benefits:

Prominent risks:

Justification:
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