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WORK PLACEMENTS

INTRODUCTION

1
This Health & Safety Notice should be read and understood by all employees of Oxford Brookes University. Where appropriate it should also be brought to the attention of the members of the student body.


1.1
Heath and Safety is only one aspect of the support and development of students on placement and thus it needs to be an integrated part rather than a stand-alone part of the whole experience.


1.2
First hand experience of the world of work is a valuable part of a student's education. This Health & Safety Notice deals with one of the ways they get such experience - Work Placements. On Work Placement schemes students do a particular job (or range of jobs) more or less as would regular employees.


1.3
There can be no guarantee that people in any work environment may not suffer harm. This document should however raise awareness of the factors that can reduce the probability of accidents or ill-health occurring in a workplace. It will help the placement organiser(s) make informed decisions on the health and safety issues.


1.4
Ensuring healthy and safe work placements relies on close co-operation between:



1.41
Oxford Brookes University


1.42
Placement provider



The placement provider is the third party to whom, during the placement, responsibility for direct supervision of the student is transferred. An HEI (including the student’s own) can also be the placement provider if it is the organisation providing the placement.


1.43
Workplace supervisors
Anyone engaged by the placement provider who is assigned to supervise or to look after the student during the placement.


1.44
Placement organiser;



Any member of Oxford Brookes University staff to whom the authority is devolved for authorising placements of students with placement providers.


1.45
Placement/Visiting tutor



Any individual employed by, or contracted to, the HEI who visits students on placement.
1.46 Participating students.

Students undertaking the placement.

LEGAL REQUIREMENTS

2
The UCEA Health & Safety Guidance for the placement of Higher Education Students 2009 is the basis for this Health & Safety Notice.

3
The University has duties to its employees, students, visitors and contractors. These duties extend to ensuring that we conduct our undertaking (which includes organising work experience) in such a way so far as is reasonably practicable that non employees (students) are not exposed to risks to their health and safety. The duty extends to assessing the risks that arise from work experience placements and to identifying what must be done to comply with health and safety law. The relevant legislation is The Health and Safety at Work etc Act 1974, and the Management of Health and Safety at Work Regulations.

4
The following undesirable outcomes could arise from a placement:


The student could be injured or suffer ill health as a result of working at a placement provider.


The student could be injured or suffer ill health while on placement but not as a result of working at a placement provider.


The actions of the student could cause injury or ill health to others, damage to property, or loss of income to a business.


If any of these were to occur, criminal and/or civil action might be taken against the student, the placement provider or its employees, or the HEI or its employees, depending on the circumstances.

For placements outside the UK, the criminal liabilities on each party will be a matter for the enforcing authorities and the courts in both the UK and in the country where the placement occurs. With regard to placements abroad, implementation of this guidance on sensible risk management will address criminal liability under UK law (Section 3 of the Health and Safety at Work Act 1974) for non-employees.
Implementation of this guidance will also provide evidence in defence of charges of negligence under UK Corporate Manslaughter or Gross Negligence Manslaughter legislation.
RESPONSIBILITIES

5
Placement organisers such as lecturers, other members of the University or employees of an independent placing agency must take reasonable care of themselves and of other people who may be affected by their acts or omissions at work. 

5.1
The Dean of Faculty or Director of Directorate  cannot delegate their legal responsibilities to those individuals organising placements. Functions can be delegated. The responsibility for meeting legal duties remains with the Dean or Director.

5.2
Placement providers must ensure so far as is reasonably practicable the health, safety and welfare at work of their employees. This includes assessing the risks employees are exposed to at work and providing training, particularly for new employees. This must include students on work placements. Students on work placements have the same protection under health and safety law as employees.


5.3
Independent placing agencies have duties in respect of work placements effectively identical to those of Oxford Brookes University.

5.4
Students participating in work experience have the same duties as other employees in the workplace. They must take reasonable care of their own health and safety and of the health and safety of others who may be affected by their actions. They must also co-operate with the placement provider in complying with the provider's legal duties. 
THE RISK MANAGEMENT APPROACH TO WORK PLACEMENTS 
6
Placement providers have a primary duty to ensure the health and safety of work placements students during their placement. This will require that a placement organiser has assessed the suitability of the placement. They need to be sure that placements meet appropriate standards of health, safety and welfare and that placement provider’s know about their health and safety duties.


6.1
Risk management principles provide a framework for the general guidance and control measures that are appropriate for managing the diversity of placements, issues, and risks associated with the broad range of potential placements and potential scenarios. 
The benefits of a risk-based approach are that requirements for lower risk placements are minimised, whilst resources are concentrated on those placements likely to be higher risk.  The risk management approach below must be followed.
	• Review and approval of placements

• Processes for raising and resolving problems 

• Planning for contingencies

• Ensuring each party understands their roles and responsibilities

• Preparation of students

• Training of staff
6.2 A risk assessment and review process for student placements must be implemented.
The following six health and safety factors applicable to all placements must be considered in the risk assessment and review process:
The six health and safety factors
• Work 

• Travel and transportation 

• Location and/or region

• General/environmental health 

• Individual student 

• Insurance limitations
Work factors:
These relate to the placement provider and to the work that the student will be carrying out. They include the nature of the work-based hazards to which the student may be exposed. Control measures may include the professional knowledge and expertise of the student.

Travel and transportation factors:
Driving and travel while carrying out the business of the placement provider can be a risk. Placements do not just involve the work carried out for the placement provider. Depending on the nature and location of the placement, the student may face significant health, safety and welfare issues associated with their travel to and from the placement and to and from their accommodation.

Location and/or region factors:
The location of the placement can have considerable impact particularly if it is abroad in a country that the student is not acquainted with, though it could apply to international students enrolled at a UK HEI and going on placement in the UK.

General/environmental health factors:
The student may face significant health, safety and welfare issues associated with the environmental conditions in their place of work or the general location, their accommodation, or their food and drink.
Individual student factors:
Each student is an individual. Their health; their knowledge, skills and experience; and their personality could have an impact on health and safety in particular environments. Students with personal factors (e.g. health, disability, linguistic or cultural) which may require specific adjustments or support should have equivalent opportunities in choice of placements. HEIs should work with placement providers to ensure that access and support requirements will be provided for the student when on placement. HEIs should encourage students with a health condition or disability that may require adjustments or support whilst on placement to disclose this, or to agree for the HEI to disclose information on this when identifying possible providers. Advice on managing placements for disabled students is available in the DfES publication Providing Work Placements for Disabled Students1.
Insurance limitations:
Insurance is a means of transferring risk by paying for the provision of professional support and financial recompense if things go wrong. Any assessment must include consideration of the extent and limitations of the insurance arrangements of both the HEI and the placement provider, the contractual arrangements in place and the legal requirements in the country or countries where the placement will take place. It is useful to distinguish between those issues that can be considered by the HEI generally and those issues that are specific to a particular placement. 
In that way appropriate insurance policy wordings can be put in place that would deal with most of the issues that may arise. 



TRAINING AND SUPERVISION OF STUDENTS

7
The student should be prepared as far as practically possible for their placement. In particular, the student should have information about relevant health and safety risk factors and control measures such that they are in a position to understand the risks to their health and safety and can make informed judgements. This is particularly the case where the student is considering or being offered a placement in a higher risk environment. Placements can be used to develop the student’s ability to undertake their own risk assessments.

7.1
The workplace placement organiser must ask for details of the health and safety information, instruction, training and supervision that will be given to students.

7.2 
This Health & Safety Notice must be brought to the attention of all students undertaking work placements. This must be done so that the students understand their legal obligations to the employers, as well as the employers and/or the University's responsibilities to the students.
8
A visit to the placement providers premises will only be necessary if the risk assessments indicates this.
9
Placement organisers should look at the work to be done by the work placement students. Where appropriate they could usefully ask about personal protective equipment in appropriate sizes and/or training in the correct use of personal protective equipment. Similarly organisers can ask if there are health risks associated with the work and if such risks have been assessed by the placement provider.
TRAINING OF STAFF (PLACEMENT ORGANISERS)

Placement organisers can seek advice from any of the specialist officers of the University listed in OBUHSN-04. The Safety Officer or his/her nominee and the Occupational Health Advisor are also available for general advice or specific training requirements.
WORK PLACEMENT AGREEMENTS

10 
It is good practice for placement organisers, placement providers and the participating students to enter into a formal written agreement about work placements. Such agreements have an important role in ensuring the maximum educational benefit and ensuring good standards of health and safety.
11.
The purpose of the written communication is:
11.1
To clarify expectations with regard to health and safety related issues for the student, the placement provider and the HEI.
11.2
To seek responses to specific questions raised by your risk assessment and control measures.
STUDENT SUPPORT

12.
When the student is out on placement, responsibility for looking after their health and safety rests with the student and with the placement provider.
Students should raise any concerns in the first place with their workplace supervisor and then either through the management line or with the Health & Safety contact. If issues are not resolved, then the student should be able to raise the matter with the Placement Organiser by whatever process have established. 

13.
Arrangements for placement tutors, usually for academic assessment reasons, to visit the student at the placement provider’s premises may be required. These visits can also be used as one of the processes for assessing whether there are any health and safety issues. Placement tutors should be aware of their surroundings during these visits and raise any matters of concern that they observe with the placement provider. The level of expertise with regard to health and safety that may be expected of a placement tutor will vary depending on their experience, training and discipline. For example, subject-based experience is important for industrial and medical placements.

14.
Effective debriefing of the student(s) should be undertaken to find out possible health and safety problems and reinforce their knowledge of health and safety. Students work diaries or logs can be used as a basis for comparing health and safety issues in their different placements.

STUDENT HEALTH

15.
Students, placement organisers and placement providers undertaking work placements must give careful consideration to the health of the of the participants

16.
As part of the risk assessment process the student must consider the need for them to consult with their own GP before commencing the work placement depending on any known medical conditions.

17.
The student must also consider disclosing any known medical conditions which may affect their ability to work safely to the placement organiser and/or the placement provider.
Approved by: 

Issued by:

............................

...........................
...........................

(Vice-Chancellor)

(Safety Officer)
(Senior Occupational Health Advisor)

Date:......../......../..
Appendix A: Risk profiling and risk reducing actions
	Factor
	Risk profile
	Indications
	Possible specific action to reduce risk

	Work factors
	High
	Work with hazards that have potential to cause permanent injury or fatalities, including:
• Construction site with work at height, dusts, moving machinery, electrical systems.
• Operation of machinery with mechanical hazards such as high speed rotating parts, crushing or entanglement risks.
• Laboratory work with toxic/hazardous materials.
Community work with known high risk groups of clients or locations (drug abusers, homeless, violent patients).
Work with animal bedding or large or dangerous animals.
Activities requiring specific licences or qualifications (e.g. diving, flying aircraft, crewing an aerial device). 
Work involving significant hazards in small companies that do not have professional health and safety advice.
	Seek confirmation from placement provider about expectations of student’s prior competency in high risk activities, and ensure student meets these. 
Confirm that training & supervision will be provided by the placement provider throughout the placement. Include in the written communication with the placement provider.
Consider pre-placement site visit.

	
	Medium
	Working in proximity to high risk factors (but not directly with them).
	Seek confirmation from placement provider that the student will not be expected to participate in high risk activities, and will be appropriately supervised in medium risk activities. Include in the written communication with the placement provider.

	
	Low
	Office work or other low hazard environments and activities
	None

	
	
	
	

	Travel and transportation factors
	High
	Significant travel to reach placement, prolonged or on local transport facilities known to be high risk (poor driving or vehicle safety standards).
Demanding travel during placement.
Student required to drive others in unfamiliar vehicles.
	Brief student on travel arrangements, discuss implications with them. 
Consider their experience. 
Get confirmation from them that they have relevant driving licences and 
insurances.
Consider reducing risks by providing accompanied travel where practicable.
Specify regular contact times.

	
	Medium
	Night travel.
Long daily commuting requirement.
Student required to drive familiar vehicle in  reasonable conditions.
	Brief student on travel arrangements. Confirm that these are acceptable to them.
Advise them to check that they have the necessary driving licences and insurances.

	
	Low
	No significant travel, comfortable daily commute.
No driving associated with placement.
	None.


	Factor
	Risk profile
	Indications
	Possible specific action to reduce risk

	Location 
and/or 
regional
factors
	High
	Significant risk of civil disorder, crime or similar danger (e.g. placement in war zones, countries where the Foreign and Commonwealth Office (FCO) advises against travel).
Unavoidable lone or remote working in proximity to significant risk (e.g. medical student elective in a refugee camp).
Medical and rescue services not available quickly or locally.
Means of communication likely to be difficult or compromised.
	Check Foreign and Commonwealth Office restrictions and recommendations. 
Consult guides on appropriate behaviour, clothing, etc. 
Arrange briefing/information to be provided in conjunction with someone with local experience or knowledge of conditions (e.g. student on previous placement or a placement practitioner at a local HEI in the overseas country).

	
	Medium
	Higher than normal risk of civil disorder, crime or comparable danger.
Delays likely in communicating with tutors and others.
Placements abroad in areas identified as low risk by the FCO.
	Check Foreign and Commonwealth Office restrictions and recommendations.
Provide information to students on guides on appropriate behaviour, clothing, etc.
Supplement general briefing with information about medium risk factors.

	
	Low
	Placements in the UK with no significant local risks.
	None.

	
	
	
	

	General/
environmental health factors
	High
	Regional/local health risks require mandatory and specific health protection measures e.g. inoculations.
Very hot or strenuous working conditions (e.g. manual working outdoors in the sun).
Very cold working conditions (e.g. catering placement in a food cold storage/cook chill or freeze facility).
	Consult occupational health or medical/health professional for advice regarding immunisations and other preparations.

	
	Medium
	Regional/local conditions require some precautionary measures, e.g. optional inoculations against diseases, medical travel kit is a sensible precaution.
	Consult occupational health or medical/health professional for advice regarding immunisations and other preparations. A medical travel kit is a sensible precaution.

	
	Low
	No significant environmental health risks.
	None.


	Factor


	
	Risk Profile
	Indications

	Possible specific action to reduce risk

	Individual student 
factors

	High
	The student has personal factors (e.g. health, disability, linguistic or cultural) which may increase the risk of illness or accident during work-related activity even following adjustments.
The student has personal factors (e.g. health, disability, pregnancy, linguistic or cultural) which may require specific adjustments or support if living away from home, or makes them susceptible to episodes of illness.
The student’s knowledge, understanding, and skills are low for the type of work.
	Discuss activities of high risk with the student, try to eliminate or reduce them where possible.
Engage with occupational health professional / disability support professionals to develop reasonable adjustments. Confirm these in the written communication with the placement provider.
Consider pre-placement site visit


	
	Medium
	The student has personal factors (e.g. health, disability, pregnancy linguistic or cultural) which may require specific adjustments or support during work, or in social interactions at work.

	Engage with occupational health professional / disability support professionals to develop reasonable adjustments. Confirm these in the written communication with the placement provider.


	
	Low
	The student has no long-term medical 
conditions or disability likely to cause episodes of illness or require specific support whilst on placement. Student has relevant knowledge, understanding and skills for the type of work.

	None.


	
	
	
	

	Insurance limitations

	High


	Locations, activities and/or circumstances that are excluded from the HEI’s travel and other insurance cover.
Locations where the placement provider’s 
insurance does not cover the student for personal or third party liability associated with the work by the student.

	If locations, activities and/or circumstances are excluded from the HEI’s travel and other insurance cover, consider alternative placements.
If placement is to proceed, additional specific insurances may be available.
Consult the HEI’s insurance specialist.
Brief student on limitations of insurance cover (the small print). 


	
	Medium

	Locations, activities and/or circumstances that require prior acceptance from the HEI’s insurers before being covered.

	If locations, activities and/or circumstances require prior acceptance from the HEI’s insurers, ensure notification and acceptance is given.
Brief student on limitations of insurance cover (the small print)


	
	Low
	Locations, activities and/or circumstances that are automatically included in the HEI’s 
insurance cover.
UK locations (where the placement provider must have employers’ liability insurance cover).

	None.



Appendix B Risk Assessment form

	Placement Provider
	Student of student group
	Start & end dates

	Company:
Location:


	
	

	1. General control Measures
	
	Action Necessary?
	Action completed?

	Has the placement provider confirmed receipt and acceptance of your written communication?
	Yes/No
	
	

	Has this placement provider been used before and been reviewed with regard to health & safety?
If yes so any concerns remain unresolved?
	Yes/No
Yes/No
	
	

	Does the placement provider have an H&S advisor?
	Yes/No
	
	

	Has the student received sufficient briefing?
	Yes/No
	
	

	
	
	
	

	2. Risk assessment and further specific actions necessary
	Risk profile (high, medium or low)
	Action Necessary?
	Action completed?

	Work factors
	
	
	

	Travel & transportation factors
	
	
	

	Location and/or regional factors
	
	
	

	General/environmental health factors
	
	
	

	Individual student factors
	
	
	

	Insurance limitations
	
	
	

	
	
	
	

	3. Conclusions
	
	Action Necessary?
	Action completed?

	Is a site safety visit required before placement is approved?
	Yes/No
	
	

	Are the risks tolerable such that the placement can be approved?
	Yes/No
	
	


Appendix 3  Flow Chart
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