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1. Foreword

Students on Work Experience are given the opportunity to do a job alongside and to some extent in the same way as the other people employed at their work placement. However, these students will find themselves outside the disciplined University environment, in the company of adult strangers and with unfamiliar chains of command. They may be at particular risk from:

· their possible physical and psychological immaturity and inexperience of work;

· being unaware of the potential risks to their health and safety – both from tasks they will be doing and from the working environment;

· being eager to impress or please other people in the placement.

Successful management of health and safety at Work Experience placements relies on close co-operation between organisers (schools responsible for arranging work placements) and placement providers (companies or organisations which offer work experience). 

2. Duties and Responsibilities

Duties of organisers

Under the Health and Safety at Work etc, Act 1974, organisers for work placements have roles and responsibilities for ensuring, so far is reasonably practicable, the health and safety of students on Work Experience, including those students who find their own Work Experience placements.

Duties of placement providers

Under the Health and Safety (Training for Employment) Regulations, students participating in work experience are regarded as the placement providers’ employees for the purposes of health and safety. Placement providers must ensure, so far as is reasonably practicable, the health, safety and welfare at work of all their employees.

Duties of students

Students participating in work experience have the same duties as other employees in the workplace, which are:

· take reasonable care of their own health and safety and that of other people who may be affected by their actions;

· co-operate with the placement provider in complying with the provider’s legal duties.

Suitability of the placement

As an organiser, you have a responsibility to decide the suitability of Work Experience placements. You need to be reasonably satisfied that placement provider’s:

· have suitable systems in place to ensure the health, safety and welfare, so far as is reasonably practicable, of the student while under their control;

· are competent to manage health and safety in relation to the placement;

· will use competent people to supervise work experience.

3. Key principles 

You will need to discuss with any potential placement provider the objectives of the placement and the implications of accepting students in the workplace. You will also need to ensure that providers are aware that they are just as responsible for students on work experience as they are for any other Young Person they employ.

In particular you need to ascertain:

· have they a health and safety policy and if so, is it written down if there are five or more employees;

· has the placement provider carried out risk assessments within the workplace;

· have they made suitable arrangements for appropriate supervision of students including health and safety induction;

· have they clearly defined and planned the nature of the student’s work;

· made arrangements for students with special needs such as disabilities or learning difficulties;

· are they registered with the appropriate authority (this will be either the HSE or local authority);

· have they procedures to deal with any accidents and emergencies i.e. fire evacuation, is there an accident book, trained first aiders, 

· have they carried out an assessment of substances which might cause ill health,

· have they adequate insurance including Employer’s Liability Insurance and Public Liability Insurance and that cover extends to work experience students,

If you are not satisfied with the provider’s standard of health and safety management, the provider’s business should not be included in the work experience scheme.

However, you may feel a site visit is necessary to assist in your deliberations and whilst such visits are valuable and represent good practice, you must feel competent enough to access the provider’s business for health and safety awareness. You may need to obtain further advice and assistance through the University’s Competent Person.

If you decide to visit, a brief walk round of the workplace would provide a useful opportunity to look at general conditions in the area where the student will work. Annex A lists indicators that give a good idea of the standard of attention paid to occupational health, safety and welfare.

Written understanding

If you decide the placement is suitable, it would be beneficial to enter into a written understanding with the provider. This is especially helpful to both parties in clarifying and agreeing their respective roles. It can also minimise the potential for misunderstandings about responsibility for health and safety.

Review

Once you have arranged a placement you will need to check that your initial assessment is still valid. You do not necessarily have to make further checks every time a new student is placed with a particular provider, however, your own management arrangements should show that systems are in place for such reviews.

Feedback

Part of the student’s feedback should allow for comments on the health, safety and welfare of the placement. If indications are that the placement is no longer satisfactory you should raise concerns with the provider in order to establish the accuracy of the feedback and consideration as to future placements.

Work Experience abroad

UK health and Safety laws do not apply to overseas Work Experience placements; they will be subject to the health and safety regulations of the country in question and you will need to find out in advance what rules apply. However, you will be responsible for the planning and organisation of the placement with particular emphasis on:

· the assessment of the risks involved in both travel and the work experience;

· good preparation of students so that they know what to expect and what is required of them;

· who to contact if they have any problems or worries and what to do in an emergency.

4. Record of Placements
It is important to build up a University wide database of all work placement providers and students attending Work Experience. Although work placements are organised at Course level, a central database held within Faculty or perhaps Registry would demonstrate our commitment to the health and safety of students on Work Experience. This could be co-ordinated at School level using Microsoft Access to achieve this.   

Written confirmation

Once initial contact has been made it is advisable to obtain confirmation of the provider’s health and safety arrangements. A standard letter should request the following details:

	Health, Safety and Welfare
	Yes
	
	No

	Have you a Health and Safety Policy?
	
	
	

	
	
	
	

	Have you assessed the risks to your employees 
	
	
	

	
	
	
	

	Have appropriate steps been taken to implement control 
	
	
	

	measures  arising from risk assessments?
	
	
	

	
	
	
	

	Will the student receive health and safety induction training? 
	
	
	

	
	
	
	

	Have arrangements been made for the supervision of students?
	
	
	

	
	
	
	

	Are you registered with an appropriate authority i.e. HSE?
	
	
	

	
	
	
	

	Do you have procedures for emergencies and accidents?
	
	
	

	
	
	
	

	Have you assessed the risks from hazardous substances?
	
	
	

	
	
	
	

	Have you suitable welfare arrangements, toilets, drinking water etc?
	
	
	

	
	
	
	

	
	
	
	

	Insurance
	
	
	

	Do you have Employer’s Liability Insurance?
	
	
	

	
	
	
	

	Do you have Public Liability Insurance?
	
	
	

	
	
	
	

	Do you have vehicle insurance?
	
	
	


Appendix A
Site Visits

Site visits are valuable and represent very good practice in:

· providing a ‘snapshot’ of a potential provider’s approach to health and safety arrangements;

· identifying any hazards those taking up placements might face;

· exploring health and safety issues with the provider at the workplace as part of a wider discussion of, for example, the nature of the work experience;

· seeing the practical application of the provider’s ,management systems for ensuring occupational health, safety and welfare;

· observing physical conditions and working environment and practice;

· making contact with employee safety representatives who can also be a useful source of information.

Indicators

The following indicators will give you a good idea of the standard of attention paid to occupational health, safety and welfare:

· Housekeeping: Is the workplace clean? Are gangways clear? Are stairs or doors obstructed by stored goods?

· Lighting: Is the workplace brightly lit or dingy?
· Seating: Where work is done sitting, are suitable seats provided?
· Guarding: Are machines guarded?
· Fire Precautions: Are there any fire extinguishers? Is there a system for checking them? Are fire exits clearly marked, unobstructed and unlocked? Are clear fire instructions displayed? Have there been any fire drills? Is there a fire alarm, where required?
· Electrical wiring: Are there any loose, bare, damaged or disorganised wires or broken plugs or switches which indicate unsatisfactory installation and maintenance?
· Toilets and washing facilities: Are they suitable and sufficient and kept clean? Are soap and hand-drying facilities provided?
· Personal Protective Equipment (PPE): is this required for the work to be done by the students? Is it available in appropriate sizes? Will the students be trained in its use? Will its use be monitored?
· Safety signs: Are appropriate safety signs displayed to indicate prohibited areas and to warn that special precautions are necessary? 
· Health and safety poster: is the poster Health and Safety Law: What you should know displayed or will students be given the leaflet.
This is not a comprehensive list and there may be other important indicators at some workplaces such as level of noise.

You could also clarify any issues that you may have identified in your preliminary enquiries, for example arrangements for covering the absence of the designated supervisor or who is responsible for reporting accidents.

Appendix B
Company Registration Form
Dear

Date

Student Work Placement: Company Registration

You will be aware of the University’s requirement to ensure our students are fully protected under health and safety legislation during their work experience, and that your insurance policy or policies will not only protect your company and our student, but also any third party should an incident arise, which may result in a claim for damages.  I would therefore be grateful if you would confirm the following by fax or return of post as soon as possible. 


The company has a health and safety policy and risk assessments


have been carried out.






YES/NO*


The student will be covered by:


1.
Employer’s Liability Insurance




YES/NO*


2.
Public Liability Insurance




YES/NO*

If you are a single operator with no employees


can you confirm your Public Liability covers liability


to third parties and liability from a student’s negligent acts.

YES/NO*

I confirm your student will be protected under health and safety legislation and covered by our insurance policies during their work experience on our premises.

Signed:…………………………………… Print Name:………………………………………………..

Position in company:………………………………………………………………………

Name of Company:………………………………………………………………………..

Thank you for taking time to complete the information required and if you have any enquiries or require additional information, please do not hesitate to contact Brian Wheatley, Estates Manager and Competent Person on (01202) 363277.

* Delete as necessary.

Health and Safety Procedures


For


Students on 


Work-Placements





PLEASE RETURN THIS FORM IN THE ENCLOSED ENVELOPE









