ROTHERHAM METROPOLITAN BOROUGH COUNCIL
STUDENTS ON WORK EXPERIENCE GUIDANCE
INTRODUCTION

This guidance contains some of the points which most commonly arise. It may need to be modified and expanded for individual programmes and sorts of work, or to suit the age range of the students involved. 

Before you take students on Work Experience your health and safety risk assessment must specifically consider:

workplaces and sites where they will work.
the nature of any physical, biological and chemical agents they may be exposed to.
what work equipment they will use.
the need to provide health and safety training.

Students on Work Experience must not do any work which:

· Is beyond their physical or psychological capacity.
· Exposes them to substances that are chronically harmful to health, e.g. toxic or carcinogenic.
· Involves a risk of accidents which they are unlikely to recognise because of their lack of experience, training or sufficient attention to safety.
· Exposes them to a risk to their health from extreme heat, noise or vibration.

Schools and colleges or others organising placements need to check the employer has risk management arrangements in place. Conversations between the placement organiser and the employer could simply be noted for reference
If you need further advice contact the Health and Safety Section.

How to keep a sense of proportion

Do:

· remember that the placement provider (employer) has primary responsibility for the health and safety of the student and should be managing any significant risks

· take reasonable steps to satisfy yourself that they are doing this. For employers who are new to taking students on work experience, talk through what the student will do and any relevant precautions. It might be helpful to make a note of your conversation

· rely on past experience, or pooled experience, for example within the local authority area. You do not need to do it all again for a new student where an employer is known to you and has a good track record, and the student’s needs are no different to those on past placements 

· work with parents to ensure employers know in advance about students who might be at greater risk, for example due to health conditions or learning difficulties, so they can take these properly into account

· keep checks in proportion to the environment: 

· for a low-risk environment, such as an office or shop, with everyday risks that will mostly be familiar to the student, simply speaking with any new employer to confirm this should be enough. This can be part of the wider conversation on placement arrangements

· for environments with less familiar risks (e.g. in light assembly or packing facilities), talk to the employer to find out what the student will be doing and confirm the employer has arrangements for managing risks. This will need to include induction, training, supervision, site familiarisation, and any protective equipment that might be needed

· for a placement in a higher-risk environment such as construction, agriculture and manufacturing: 

· discuss with the employer what work the student will be doing or observing, the risks involved and how these are managed. Remember that although the placement might be in a higher-risk environment, the work the student is doing and the surroundings they are working in may not be, for example it could be in a separate office area 

· satisfy yourself that the instruction, training and supervisory arrangements have been properly thought through

· check that the employer understands about the specific factors relevant to employing young people

· check that students know how to raise any health and safety concerns

Don't
· repeat the process for a new student, or visit unnecessarily, where an employer is known to you and has a good track record, and the student’s needs are no different to those on past placements

· seek additional paperwork for assurance purposes, or seek to second-guess the employer’s risk assessment or their risk control measures: 

· you are unlikely to have the knowledge to evaluate the assessment

· this could give the false impression that you have ‘approved’ it

· employers with fewer than five employees are not required to have a written assessment

· duplicate checks on employers. Schools and colleges using a third party to arrange placements should work with them to make sure employers are not requested to do things twice

Find out more about work experience responsibilities.

Find out more about the specific factors for young people.

GENERAL POINTS

Line manager 

Explain who will be in immediate charge of the student in the workplace and ensure that the managers are aware of their responsibilities under health and safety legislation.

Safety policy 

Explain the policy and point out any aspects that apply to students in particular. Emphasise the students’ personal responsibilities.

Safety literature 

Distribute and explain any relevant safety literature, taking into account the students’ ages, the length of their stay and their likely exposure to hazards. 

Key safety people 

Introduce them to students or give them their names, location and responsibilities.

Prohibited areas 

Describe any areas which students must not visit for safety reasons. Tell them why this is so.

WORKPLACE HAZARDS

Students must not be permitted to do work, which is either prohibited by law, or too hazardous for the young and inexperienced.

Machinery
Explain to students that they must never operate any machine without the permission of the supervisor. Stress that they must not attempt to repair any machine on their own and that all faults must be reported to the supervisor.

Dangerous substances
Explain the importance of complying with the rules on the handling of chemicals and the advice given on container labels as detailed in the Control of Substances Hazardous to Health Regulations 1999 (COSHH). Stress that students must ask the supervisor if they are unsure of precautions to be taken.

Lifting heavy and awkward objects
Such work should have been assessed under the Manual Handling Operations Regulations 1992. Where appropriate, arrange for students to be shown the right way to lift objects and explain why it is important. Correct posture, automation and lifting appliances are ways of avoiding injury.

Housekeeping
Explain the importance of, for example, keeping drawers and cupboard doors shut; safe positioning of loose telephone, computer cables etc; safe storage of material; keeping the work area clean and tidy.

SAFETY PRECAUTIONS

Safe systems of work 

Briefly describe any hazards associated with the work the students are to do or watch and explain the importance of safe working practices. Make sure students get any necessary further briefing they need before they move on to something new.

Protective clothing
Where applicable, describe what is provided, when and why it must be used and how to make any necessary adjustments.

Safety equipment

Explain when and why it must be used, where it is kept and how to use it.

Hygiene
Tell students where the lavatories and washing facilities are. Where applicable, explain the use of barrier creams etc and tell students where they can be found.

EMERGENCY PROCEDURES

First aid

Explain the first aid facilities, who the first aiders or appointed persons are and where they can be found.

Accident and Near Miss procedure

Explain that all accidents and near misses must be reported; that all injuries, no matter how small, must be entered in the accident book, where the accident book is kept and to whom students should report in the event of any accident.

Fire alarm

Explain what students should do if they discover a fire. Describe how they will know if the alarm has been raised.

Emergency Evacuation

Explain the procedure for emergency evacuation, including the route to be taken, the use of emergency exits, assembly points and reporting procedures. Stress that there should be no running during the evacuation.

Finally: check that students understand the importance of following the health and safety rules and the possible consequences of disobeying them. Stress that students who are unsure about any aspect should ask the supervisor. Tell them who else should be contacted if the supervisor is not readily available.  Ensure that students are properly supervised at all times.

