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TITLE:
HEALTH AND SAFETY: WORK PLACEMENTS

PURPOSE/SCOPE:
To ensure as far as it is reasonably practicable that all students on work placements are not exposed to health and safety risks.


To ensure that satisfactory judgements are made about health and safety arrangements when considering the suitability of placement providers, including self-made student placements.

To ensure that employees of Cardonald College take reasonable care for their own Health and Safety, and others they may affect during monitoring visits.

RESPONSIBILITY:
For ensuring that appropriate risk assessments and checks are carried out before Letters of Understanding are signed in accordance with Procedure 3:5:1 – Work Placements, lies with Faculty Heads

For ensuring that work placement inspection take place lies with the H&S Coordinator
For ensuring the compilation and upkeep of a work placement database lies with the H&S Coordinator
DEFINITIONS:

APPENDICES:
Forms

Work Placements Checklist (HS-WPC)

Reference Documents


Work Placement Guidance Notes (HS-WPGN)

Work Placement Employment Risk Categories (HS-WPERC)

Work Placement Prohibited Machinery / Duties (HS-WPPMD)
RELATED

INFORMATION:
Health and Safety at Work etc., Act 1974.


Management of Health and Safety at Work Regulations 1999


Workplace Health Safety and Welfare Regulations 1992

Managing Health and Safety on Work Experience:  A Guide for Organisers (HSG199)

The Right Start – Work experience for young people: Health and safety basics for employers (HSE INDG364)


Procedure 3:5:1 – Work Placements

ORIGINATED



APPROVED




DATE Health and Safety Committee

Personnel Department
1.0
SUITABILITY OF PLACEMENTS

The suitability of work experience placements will be considered by seeking assurances from employers that, as a minimum, they:

1.1
Have a suitable system in place to ensure the health and safety of students so far as it is reasonably practicable, whilst the students are under their control

1.2
Are competent to manage health and safety in relation to the placement.

1.3
Will use competent persons to supervise work experience students.

2.0 PRELIMINARY INQUIRIES: KEY PRINCIPLES OF HEALTH AND SAFETY LAW

In assessing whether these minimum standards are met, the College will seek information on the following matters:

2.1 Has the placement provider a policy on health and safety at work and arrangements for carrying that policy into effect?  This must be written down if there are 5 or more employees (including work experience participants).

2.2 Has the placement provider assessed the risks to the health and safety of his/her employees arising from their work (including any young people employed)?  In particular, the provider should be familiar with the following aspects of risk assessment:

2.2.1 Records: Where there are 5 or more employees (including work experience participants), the provider must keep a record of the significant findings of the risk assessment and of any groups of employees especially at risk.  This includes young or inexperienced workers.

2.2.2 Timing: Where the placement provider employs any young people or takes on any students for work experience, the risk assessment must be carried out before the young people start work, or take up a work placement.

2.3 The placement provider may consider adopting a generic risk assessment, which identifies core hazards and significant risks associated with a particular job or series of tasks.

2.4 The risk assessment should take into account the typical characteristics of a young person and the likelihood that they will be encountering the work environment for the first time.
2.5 The risk assessment must be kept under review and adjusted to reflect any changes in the work activity/tasks.

2.6 Providers should be informed about any individual students who may be at greater risk, for example because of any health conditions or learning difficulties.  Providers will need to revise the risk assessment to reflect this.

3.0
MEASURES TO CONTROL THE RISKS INDENTIFIED IN THE RISK ASSESSMENTS

3.1
Checks should be made to ensure the findings within the risk assessment are being implemented.  These should include any necessary arrangements for providing instruction, training and supervision.

3.2
Students on work experience must be informed about the risks to their health and safety before the commencement of the placement. 

4.0
PROVISION OF INFORMATION TO OUR STUDENTS AND THEIR PARENTS / GUARDIANS

4.1
If the students are below compulsory school leaving age the placement provider must keep the parent or guardian informed about the key findings arising from risk assessments before the placement offer is accepted.

5.0
HEALTH AND SAFETY MANAGEMENT AT PLACEMENT AND JUDGEMENT AS TO SUITABILITY

5.1
The Health and Safety Coordinator (Work Placement Inspections) will assess the suitability of the placement and will complete all relevant sections of the Work Placements Checklist.

6.0
INITIAL VISITS

6.1
Site visits represent good practice, allowing a judgement on the suitability of the placement offered. Guidance is given in the appendix Guidance on High / Medium / Low Risk Environments, and suitable times for a visit to be arranged. In general, it is anticipated that most placements will be located within the Greater Glasgow area. The Health and Safety Coordinator (Work Placement Inspections) will not normally visit proposed placements out with Greater Glasgow.

6.2
There may be occasions when the most suitable placement for a particular student is located at some distance. In such instances, the appropriate Faculty should seek the advice of the Health and Safety Adviser to determine whether the proposed placement is Low, Medium or High risk. In the case of a Medium or High-risk placement, it will be necessary for the Faculty Head, Section Leader or other responsible member of staff to visit the site, complete the checklist and obtain sample assessments (if available), unless the appropriate assurances can be obtained by some other method acceptable to the Health and Safety Adviser. 

7.0
PERIODIC CHECKS

In determining the frequency of checks the following factors should be considered:

7.1
The outcome of preliminary inquiry and initial visit.

7.2
The nature of the work activity and the level of risks identified at the placement.

7.3
The College's level of confidence in the provider's ability to manage health and safety.

7.4
Any changes or variations in the work undertaken by the students.

8.0
FEEDBACK

8.1
Successful management of work experience schemes depends on feedback.  Staff should encourage providers and students to comment on the placement scheme.

8.2
Where feedback indicates those health and safety arrangements at a placement is no longer satisfactory concerns should be raised with the placement provider immediately through the Health and Safety Coordinator.

8.3
If the College is not satisfied that the placement provider is taking appropriate steps to rectify any health and safety problems, students must be withdrawn from the placement, and the placement provider notified.

9.0
PREPARING, SUPPORTING AND DEBRIEFING STUDENTS

9.1
In the interests of maintaining high standards of health and safety on a work experience scheme, students should be properly prepared beforehand; effectively supported during the placement and fully debriefed afterwards.

9.2
Preparation needs to include briefing about the students' own responsibilities for health and safety.  The DfEE booklet "Be Safe" is a useful introduction.

9.3
Students should understand the necessity for health and safety controls in the workplace.  General principles can be found within the 'student handbook', and should be referred to as part of the pre-briefing by the appropriate member of staff.

9.4 The students on work placements must know to contact the work placement tutor / lecturer if they, or their parents or guardians have serious concerns about their health and safety.

9.5 
Guidance produced by the Scottish Executive recommends that site visit should be carried out on students whilst on their work experience placement in order to monitor and review their progress.
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