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INTRODUCTION 

Our QMU Outdoor Learning handbook was developed by the Outdoor Learning Team in August 2023.  This 



 

 

https://forms.office.com/Pages/ResponsePage.aspx?id=OO8zKCsh_EepOj3VBAOL8oOyxGWTJvZFo4M0vZRXxdZURDlWQkVaUVhWMFVUNE5FVVJFVFlRWENBOC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=OO8zKCsh_EepOj3VBAOL8oOyxGWTJvZFo4M0vZRXxdZURDlWQkVaUVhWMFVUNE5FVVJFVFlRWENBOC4u
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Our approach is underpinned by research and practice knowledge of the field of outdoor learning, including 

our own research on creativity, social justice and outdoor learning. Our team will allow learners the freedom 

to explore and play without interruption whenever safely possible.  If a group is visiting and we are 

collaborating in delivery, it may be helpful for group leaders to have a planning meeting to ‘contract’ an 

approach to leadership appropriate to the group and the needs of the organisation. Experience and 

research show that time spent planning a shared approach to leadership of groups, particularly in the 

outdoor context, can have multiple benefits. This might take the form of agreeing approaches to 

supporting participants, the approach to ‘ground rules’ or balance of learner/leader led activities.  

RISK MANAGEMENT 
 

Taking risks is an important part of learning and developing and QMU will provide a supportive environment 
in which learners can learn about risks, challenges and personal safety. By assessing risk dynamically with the 
learners, most activities can be carried out in a controlled way that mitigates the potential impact. As 
learners start to assess and mitigate risk for themselves, their self-confidence increases.   

There are detailed Risk Assessments for planned activities that are likely to occur on our sites and activities. 
Ongoing Risk Assessment for the campus outdoor spaces will be undertaken by the Outdoor Leaders who will 
identify and manage hazards and risks whilst also identifying the benefits of each activity. All leaders who 
bring groups to QMU must complete their own risk assessment appropriate to their client groups and the 
needs of the governance of their organisation. For example
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➢ Free play and self-directed activity 

➢ Physical movement activities- balancing, climbing, running  

➢ Scavenger hunts and adventure  

➢ Seasonal celebrations 

➢ Studying wildlife 

➢ Sensory activities  

➢ Using string for different purposes  
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ACCIDENT AND EMERGENCY PROCEDURE 

1. Secure the safety of the group – recall learners to the Leader, who will take them to the main meeting 

point- this will vary depending on the site used. 

 

2.  Qualified First Aider called to check ABC, administer First Aid and, if necessary, call for further assistance 
from the emergency services / on campus First Aiders.  This may be delegated to an assistant leader if 
possible.  Provide the security team or operator with the following information:  

I. an assessment of the casualty’s injuries using a Casualty Report Card if required (appendix 2) 
II. the location of the site including Grid Reference and/ or what three words reference 

III. the time of the incident  
 

3. Contact the QMU security team immediately of concerns, emergencies of unforeseen activities.   They 
can be contacted in-person at reception within the main academic building or by phone 
on 07889075873.  
Ideally if the emergency services are to be contacted this will be done by the security/reception team, 
however in an emergency no time should be wasted so a group leader will make the decision about what 
is to be done when. If anyone has dialled 999 then the security/reception team must be informed as 
soon as possible.  

 

4.  Someone should meet the ambulance crew at the entrance to the main site and escort them to the 
casualty. This may be supported by the Security team- see number 3 above.  

 

5. Record full details -  

● Accidents will be recorded on a QMU accident report form (found online) 

● Near-misses and other incidents will require a QMU incident report form (found online) 

 

6. Accidents and incidents will be reported in accordance with Queen Margaret University policy. 

 
 

 

MISSING PERSON PROCEDURE 
 
Students on campus 

¶ Registered students are responsible for following the instructions, including health and safety 
guidance, provided by the relevant member of staff 

 
External groups on campus 

¶ As per the Site User Agreement, a designated adult is responsible for completing a group register 
prior to the start of activities 

¶ The designated adult, along with the external staff supporting the group, are responsible for 
ensuring that participants’ whereabouts are monitored throughout their time on campus 

¶ This includes attendance to toilets and returning to group 
 
 



/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/health-safety/
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/health-safety/
/study-here/student-services/disability-service/
/about-the-university/equality-and-diversity/
/footer/vacancies/hr-policies-and-procedures/health-safety-and-wellbeing/health-and-safety-policy/
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/bullying/
/about-the-university/quality/committees-regulations-policies-and-procedures/regulations-policies-and-procedures/code-of-conduct/
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STANDARD OPERATING PROCDURES FOR HIGHER RISK ACTIVITIES 
 
The following section is only applicable to groups that have had prior agreement to lead these activities with groups.  
 

TOOLS 
 

Use of tools is important in enabling learners to gain new skills, which they can then apply in purposeful situations. It also 
aids the development of self-confidence and independence, hand/eye coordination and motor skills. The Forest and Outdoor 
Learning ethos is to build on skills in small steps, once the learners and leaders have developed trust and the learners have 
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● Use the saw to the side of you and not in front.   

● Saw with easy relaxed strokes using the full length of the blade. Let the blade do the work – don’t force it, especially 
if it sticks.   

● Carry the frame at your side with the blade facing down, like carrying a handbag.   

● Keep the blade covered when not in use and especially when transporting.   

● Ensure the item to be cut is secured in a sawhorse or held by another helper. 

● If used without a sawhorse, ensure a three-point stance is used by both Outdoor Leader and learner. 

● Initially, the Outdoor 
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FIRE SAFETY PROCEDURES  
During Outdoor Learning sessions, a careful regard and respect of fire is reinforced.  We model actions that encourage safe 
behaviour irrespective of whether a fire is actually lit. Our approach is that fire is used for special occasions and specific 
reasons rather than as a default activity. This approach is designed to keep sustainable practices and air pollution in mind 
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FOOD HYGIENE PROCEDURE 
Why think about campfire and food safety? 

There is a responsibility to keep learners safe while participating in campfire/ outdoor cooking activities. 

High protein foods contain the nutrients and moisture required for the growth of bacteria and include raw meat, cooked 
meat, poultry, and dairy produce such as; ready-to-eat meals, cooked meats, stews, stock, eggs, cooked rice, prawns and 
other seafood.  

The guidance is also relevant when preparing low-risk foods to which water is added. Bacteria are not able to multiply in dry 
food containing high concentrations of sugar, salt, acid (vinegar) and other preservatives.  However, once water is added to 
dried foods such as milk powder or gravy granules, they become high-risk and must be used immediately or stored in 
refrigerator conditions (1°C to 4°C). This includes dried pasta, bread, gravy granules, flour, canned food, milk powder and 
cereals. 

The following information summarises the best practice when planning, preparing and cooking food outdoors, particularly in 
relation to high-risk protein foods.   

 
Control measures 
 
External groups on campus: As per the Site User Agreement, a designated adult is responsible for completing a risk 
assessment relating to food hygiene when cooking outdoors is part of their group plan.  
 

On-campus groups: When cooking outdoors is planned, at least one member of onsite staff will hold a current Food Hygiene 
Certificate and preferably the campfire cooking and safety course. All leaders will complete the QMU Level 2 certificate in 
Food Safety
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Preparation and transportation 

¶ 
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Appendix 1: Example clothing and footwear information sheet:  

   

What to bring: 

¶ Warm, waterproof shoes: wellies, walking boots or trail shoes 

¶ Warm clothes: wool and man-made fibres work better than cotton, especially in the wet.  

Several thin layers work much better than one thick heavy coat. Remember warm socks!! 

¶ Waterproof coat and trousers if possible; long underwear/leggings under track suit bottoms 

are an option if it is cold. Hats and gloves are a good idea.  

¶ Water bottle, hot drinks in flasks/travel mugs, plus snack, treats, more food…stay fuelled 

up! 

¶ Any personal medicines- especially if you have hay-fever, asthma, or diabetes.  

 

Don’t buy fancy expensive outdoor clothes: sport clothes work well, as does workwear, or just old 
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Appendix 2: Casualty Card 

 

Date : Time: First Aider:  

Name of injured person:  

Address:  

Date of birth:  Gender:  
 

Next of Kin name:  Next of kin 
contact: 
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Appendix 4: Beaufort Scale 




