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Description automatically generated]
This form must be filled in electronically. We cannot accept hand written/typed & scanned forms
Section 1 – Personal Details
	Full Name
	


	Address
	




	Postcode
	


	Date of Birth
	


	Phone
	



	Email address
	


	Employment Status
	




	Can we take and use photos of you in promotional material including website, social media platforms and printed media? 
	Yes
	
	No
	



Section 2 - Employment
Please only complete this section if you will be using your qualification at your current work. If not please go straight to section 3.
	Employer’s Name
	


	Employer’s Address
	






	Your job role
	





	This section is for your manager or SLT: This course requires a significant amount of written work Failure to meet the course deadline may result in a £200 admin fee. Please detail below how you will be supporting your employee in this process:

	








	Manager’s Name
	


	Manager’s Signature
	




Section 3 - Experience
	Please briefly explain what experience you have working with children

	









	Please briefly explain if you have any experience of Forest School, outdoor education, working outdoors, conservation or anything else you feel is relevant

	








	Please list any relevant qualifications you have 

	Qualification
	Date Achieved

	
	

	
	

	
	

	
	

	How do you plan on using this qualification?

	








	You will need a DBS Enhanced Disclosure before undertaking some aspects of this course. Do you have this check?
	Yes
	
	
	No
	
	

	If yes, what is the DBS number?

	


	If you do not have a DBS, please confirm that you will be able to obtain one by the start of the course.
	Yes
	
	
	No
	
	



Section 4 – assisting with 3 sessions of a Forest School Porgramme
	As part of your training you will need to help plan and assist 3 sessions of a Forest School programme If you have a group and setting that you would like to work with, please provide the details below.

	



















	Do you have an appropriate woodland/greenspace where you can run your sessions?*

	Yes
	
	No
	

	Do you have any specific learning needs that you may need support with?
	Yes
	
	No
	

	If yes please give details:



Section 5 - Payment
Total cost for course: £550
We are able invoice your organisation directly 
If you would like your organisation to be invoiced, please can you provide the following details for the person/ organisation paying, if different from above
· Name
· Contact number
· Email address 
· Full postal address

If you are self-funded you can pay by bank transfer.
[bookmark: _Hlk120699616]Account Name : KCC Kent High Weald Partnership (some banks will only accept Kent County Council as the account name)
 Sort code: 60-60-08
Account No: 56486073
Payment reference: L3 H247 KHWP OCN

If you are unable to pay via bank transfer we can send you an Eventbrite link for payment




	Medical Information

	Full Name:
	

	Date of Birth:
	 

	Gender:
	

	Condition
	Comment
	Medication needed?

	Sight/hearing difficulties
	 
	 

	Asthma/Bronchitis
	 
	 

	Heart condition
	 
	 

	Diabetes
	 
	 

	Epilepsy
	 
	 

	Allergies: e.g. pollen, nuts, materials, stings bites
	 
	 
 
 

	Date of last Tetanus injection (optional)  

	 
	 

	Are you taking any medication?
	Yes
	
	
	No
	
	

	If yes, please give details

	Is there anything else we should know?





	GP Details

	Name:


	Full Surgery Address:



	Phone Number:



	Emergency Contact 1

	Name:


	Relationship to you:
	Phone Number:



	Emergency Contact 2

	Name:


	Relationship to you:
	Phone Number:



· I Declare that the information I have given is true and correct 
· Agree to medical treatment issued by a qualified First Aider if necessary
· Believe myself to be in good enough physical and mental health to undertake all aspects of this course
	Type Name
	


	Date
	




Your details will be kept on a secure server for the duration of the course and deleted once you have received your certificate. 

Forest School training Booking Terms & Conditions 2024
This information should be read before booking any course. Upon completion submission and acceptance in writing of the booking form the clients named on the booking form will have entered into a binding contract on the basis of the following terms and conditions.  Please contact us if you have any questions.
KHWP are Kent High Weald Partnership a Not for Profit Countryside Management Partnership hosted by Kent County Council
1.    Agreement
Any agreement based on the outline terms and conditions arises upon the fulfilment of the following:
i. Receipt & clearance in Kent County Council bank account or Eventbrite account of full payment and a fully completed booking form, a fully completed medical information questionnaire and acceptance by KHWP in writing.
ii. That the signature or inclusion of name on the booking form is taken as the client attending the course or by a legally recognised agent of the client for and on their behalf.  This agreement is governed by English Law.
iii. The agreement is between KHWP and the client(s) on the booking form and is the sole agreement between those parties. 
iv. KHWP reserves the right to refuse bookings to any party or individual without the need to give reasons solely at KHWP discretion and we will return any payment accompanying the booking form.

2.     Payment 
i. By bank transfer
ii. By purchase card via Eventbrite
iii. By invoice/purchase order. 
iv. Full payment is due at least 30 days before the course start date. 


3.     Prices 
i. Whilst every effort is made to limit prices to those given on the booking form KHWP reserves the right to alter prices should its costs in hosting a course increase for reasons beyond its reasonable control (including, without limitation, the cost of labour, transport, parking charges and materials). In the event that a price is altered the client(s) will be notified as soon as reasonably possible and the balance of the altered price will be payable on the same terms as was the original price. In the event of the price being thus increased by 15% or more, the client may opt to cancel the booking and will then be entitled to a refund of all monies paid.
4.	Cancellation
Given the substantial preparation and/or commitment of labour time by KHWP prior to any course or booking, the client must be aware of the following conditions and therefore agrees to such:
i. [bookmark: _Hlk85616805]For individual bookings for Forest School Practitioner Training cancellation more than 60 days prior to the commencement of the course, payment will be retained but it can be transferred to another course, subject to availability. Cancellation within 30 days prior to the commencement of the course, full course fee will be retained, and no refund given. (Unless due to exceptional circumstances at KHWP’s discretion)

5. Course Completion 
i. We will set an official course deadline with each cohort that will be within 9 months of the end of the course.
ii. Students will have until this deadline to complete their portfolio
iii. Extensions may be given but this is only under certain exceptional circumstances. If a student misses the deadline without an extension there will be a £200 late fee.
iv. Participants will have to pay for and retake the delivered element of the course if they fail to submit their work within 24 months of the start date of their course. (Unless due to exceptional circumstances at KHWP’s discretion)
6. Plagiarism and the use of Artificial Intelligence (AI) policy
As with any technology, AI can be used to support learning, or it can be detrimental to the learning process. Overuse of AI is plagiarism and will result students needing to resubmit their work. 
In line with other academic organisations, we allow a maximum of 20% of AI/potential plagiarism detected within any learning outcome. 
The following table gives some suggestions for how AI might be used appropriately for your Forest School Portfolios with some examples of inappropriate use. This list is not given the nature of this rapidly advancing field.
Students must understand that the purpose of any assignment and learning outcome is formative and as such is designed to give you useful information which can be acted on in your wider practice.
 It is the learning process that is important so students should ask themselves whether the AI is helping you with that process or if it is outsourcing the hard thinking. If in doubt ask the tutor.

Procedure 
If the tutor or Internal Quality Assessor suspect that generative AI is being used in an assignment they will cut and paste the work into an AI content detector. If the score is over 20% of no human generated content you will be asked to resubmit your work. If a student misses the course deadline  through resubmissions as a result of continuing and persistent use of AI they will incur the late fee (see: section 5, Course Completion policy) 
The table below is a guideline for students.
[image: ]


7. Communication 
Effective communication is vital particularly after the face to face elements of the training is finished. We are committed to responding to learners enquires within a reasonable time frame. If your message is time critical please make that clear in your correspondence. We will endeavour to adhere to the following deadlines for communications:
Email:
i. Acknowledgment of receipt within 1 working day
ii. [bookmark: _Hlk9330150]General enquires 2 weeks/10 working days
iii. Feedback for portfolio submissions 8 weeks/40 Working days
Phone calls
i. General enquires 2 weeks/10 working days

Postal submissions
i. Email acknowledgment within 24 hours of receipt
ii. Feedback for portfolio submissions 8 weeks/40 Working days
If for any reason we cannot adhere to these criteria we will let you know on receipt of the message.
The tutors will establish deadlines for different elements of the course during the face to face training days 
Resubmissions 
We do not set a limit to the number of times you can submit portfolios for marking. However we do ask that amendments are made and returned in a timely manner.
i. Resubmissions need to be made with 4 weeks of receiving feedback from a tutor
8.     Variation of courses by KHWP
The Forest School Training course is run outdoors in all weather. KHWP reserves the right to vary or modify a course itinerary at short notice in order to take advantage of naturally prevailing conditions. The client acknowledges that information provided by KHWP is given to the best of our ability but because of the variability of nature it may be reasonable to alter or modify a course and that in such circumstances it is not reasonable for KHWP to be liable for any losses consequential on such a change and that KHWP liability is limited accordingly.



9.       Requirements of the course 
The Level 2 course in Forest School Leadership requires attendance to the 5 weeks of training, your pilot programme observations and the skills assessment day to meet the assessment criteria. If students, for any reason, cannot attend all the training days; arrive late or leave early they will need to top up their training hours either by attending the appropriate day on another course, subject to availability and additional fees; or top up their hours as voluntary Forest School assistants on Forest School Programmes run by KHWP. 
10. Medical Questionnaires  
KHWP will not be liable for any medical incidents that are the result of non-disclosure on their medical questionnaire.
11.   Client Conduct
Students and trainees are expected to behave in a reasonable manner at all times and to comply with the instructions and leadership of KHWP. KHWP reserve the right to remove any client(s) from the course at the discretion of the instructor/leader without recourse to repayment for that course and against the client(s) will if necessary. Circumstances that may warrant exclusion from a course include (without limitation): intoxication; use of recreational drugs; abusive behaviour; inappropriate or unsafe use of equipment; inability to meet the rigours of the course for physical or mental reasons, or through lack of appropriate equipment; inappropriate behaviour to trainers or other participants. If you are in any doubt about your ability to meet the rigours of the course, please contact your GP before booking. For removal of any party under such conditions, KHWP will not be liable for any losses as a result and KHWP are also entitled to any reasonable costs arising from removal of said client(s) payable upon demand. 

12.     Insurance
KHWP is covered to a level of £50,000,000 for Public Liability and is insured as a Countryside works and activities provider. KHWP clients are advised to provide their own personal insurance cover. Please note the conditions with your policy with regard "Hazardous Activities" and "working with hand tools".

13.    Liability 
KHWP courses take place in the outdoors which is an inherently a risky environment. While all reasonable precautions are taken to minimise the risk, the client accepts that accidents including serious injury and death can occur without KHWP being at fault and to the extent that the client is taking part in a KHWP course entirely at his or her own risk. The client also recognises that KHWP is not responsible for loss or damage to the personal property of the client, including vehicles, money, clothing and or equipment. The client also recognises that apart from the OCN Level 3 Forest School Practitioner Training and successful completion thereof; attendance of an KHWP course in no way qualifies him/her to teach the course content, it is not intended that any instructions provided to any client(s) while on a course will in any way qualify those client(s) to instruct any third party and no warranty is made to that effect. KHWP hereby excludes any liability it might have to any third party in respect of any loss or damage suffered or incurred by that third party in its reliance on any skills taught by any client(s) on the basis of having attended any KHWP course. KHWP accepts no responsibility for any mishap during a course from any instruction or information not given by KHWP appointed instructors or assistants. KHWP also takes no responsibility for any mishaps occurring as a result of the client`s failure to follow instructions. KHWP will only accept liability for physical injury to a client that is shown to result from negligence on the part of KHWP. 

14.     Cancellation by KHWP
In the event that KHWP cancels a course, all monies will be refunded in full, or if preferred, transferred as a deposit for another course. Please note that KHWP requires a minimum number of 5 clients to run a course. KHWP reserves the right to cancel all and any bookings without reason or notice. Under these unlikely circumstances, KHWP agrees to repay in full any deposits or course fees to the client.
15.   Complaints
In the unlikely event that a client has cause for complaint about a KHWP course, the complaint should be made to a representative of KHWP during the event in order that corrective action can be taken if necessary. The client acknowledges that it is unreasonable not to raise an issue during a course and KHWP will not accept a complaint after the end of the course. If the complaint is about a member of staff, then please contact the office and we shall inform you of the complaints procedure and take the necessary action. However, should the problem not be resolved at source, a complaint should be made in writing within 28 days or this complaint will not be upheld
16.     Allergies
 If you suffer from any allergies at all from substances such as nuts then we advise you to fully cater for yourself.  We cannot be held responsible should you have any allergic reaction, should you choose to consume any foodstuffs provided through KHWP.  
17.   DBS
All KHWP appointed staff are DBS enhanced checked. All Level 3 trainees need to demonstrate they are DBS checked prior to running their pilot programme.
 18.  Photography 
We often take photographs throughout our courses and events to use for our promotional material and   website.  Please check the box for consent. 
19. GDPR 
We follow the Kent County Council guidelines for how to deal with your personal data. Summarised as follows:
Your data will be held by the Kent High Weald Countryside Partnership (KHWP), a not for profit conservation organisation hosted by Kent County Council.
Your contact details will be password protected, and will not be shared with any other organisation without your permission. These details will only be used for the purpose of contacting you about your training and related opportunities   (In rare cases we may be legally required to share data with law enforcement agencies, or it may be necessary in an emergency to share your medical details with healthcare professionals).
If at any time you decide you do not want us to contact you or hold your details anymore, you can opt out by email or calling the number in the footer. You can also ask us to let you know what details we hold at any time.
For the full KCC policy use the link below:
http://www.kent.gov.uk/about-the-council/contact-us/access-to-information/gdpr-privacy-notices/office-of-the-general-counsel/information-rights-privacy-statement



Please sign the declaration electronically or type your name into the box 





We take pictures of the training for record keeping, social media posts, our websites and other promotional media. Please give your consent to using your image by checking the box 


Your details will be kept on a secure server for the duration of the course and deleted once you have received your certificate. If you would like to receive information about Forest School programmes, jobs, training and volunteering opportunities please tick the box 

[image: ]  www.khwp.org.uk / forestschool@khwp.org.uk
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Example  Comment 

Posing an essay question to an AI and then passing this off as 

your own work

This is plagiarism and is unacceptable.

Posing an essay question to an AI and making edits before 

submitting this to your tutor

This is still plagiarism. In this case the majority of the hard thinking has 

been done by the AI so even if the product here is better than what you 

could have produced yourself, you are not gaining any information on 

how you might improve your work in the future.

Providing the AI with some bullet points to include and asking it 

to create an essay

Given that  the purpose of an assignment is to assess your ability to 

include relevant information and construct a coherent argument, 

outsourcing the hard thinking on the construction of the argument would 

not be an appropriate use of AI. In this case, you are better off submitting 

your bullet points to your tutor and seeking advice on essay structuring.

Ask AI to provide statistics or evidence to back up your

arguments

Caution required here. AI can hallucinate and generate incorrect data and 

it is often difficult to find out where it is getting its information.

Write a first draft of an essay, ask AI to critique and give 

feedback, then rewrite the essay based on the feedback

This would be a good way to use AI but should be used with caution. 

Firstly, it is important you put sufficient effort into the first draft - it 

should be something you would be happy to hand in to your tutor. 

Secondly, you must be confident that the AI is assessing your work using 

the same criteria that your tutor would.

Asking AI to produce a summary of longer texts This would be a good way to do some initial research. However, it is then 

really important you go back to the relevant documents to read in depth 

as the summary may have missed some of the subtleties of the 

argument. These summaries should not be used as part of the assignment 

Using Ai to check your assignment does not cotan too much AI 

generated content 

This would be a good use of AI as it will demonstrate that you meet the 

organisation policy threshold for AI content before submitting  

Asking AI to explain a concept you are finding tricky This would be a good way to interrogate your own understanding of a 

topic as you can have a conversation with the AI and ask it to elaborate or 

re-explain using different examples. However, it must be used with 

caution and you must always check your final understanding against

Using AI as a dictation tool This would be a really good way to use AI as speaking is usually quicker 

than typing. You could explain a concept to the AI and get it to produce a 

verbal transcript or a summary. If you don’t understand the summary it 

produces, you probably don’t have as good a grasp of the concept as you 

think.

Use AI as a way of generating multiple different ideas This would be a good way to use AI as it may come up with ideas that you 

wouldn’t have thought of yourself. The important thing is that you then 

use your own knowledge and understanding, or other sources of 

information, to evaluate the different ideas.

Ask AI to provide some suggestions for further reading around a 

topic

This would be a good use of AI, particularly if you give it some detailed 

prompts.
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