Health and Safety

Work Experience

“Work experience is one of the most important link activities between employers and secondary school and colleges.  It involves more students, more employers and more days of practical experience than any other activity.  This exposure to work is a significant step in preparing young people for adult and working life.  It provides an opportunity to foster an early understanding of the importance of health and safety and to influence the attitudes of the future workforce”.

(Managing health and safety on work experience: A guide for organisers)


Benefits to Students 

Well-planned and organised work experience has an important role in the part of education as it: -

· Helps to develop student’s personal and social skills;

· Helps to develop the attitudes and key skills students need for the working work, for example communication, working with others and problem solving;

· Gives them important opportunities to learn directly about working life and the working environment at first hand.

It is therefore essential that: -

· The student is given the correct guidance when choosing a placement. 

· He/she has a clear focus on what he/she wants to get out of the experience.

· The student has a holistic experience. 

· The complexity of the differing skills and tasks within the workplace are explored.

· The company has a clear view of why the student is on a placement.

· The company has a clear view of what it is that it’s providing.

· The company can provide the expertise, in all of its forms, to meet the needs of the student’s required placement outcomes. 

· TWEBLO also encourages teachers to go into business to up-skill within their chosen field, to further develop the school management team, curriculum resource development or share multi-disciplined knowledge gained from a particular placement.

Benefits to Employers

Work experience does not solely benefit the student; it also offers benefits to the companies who participate in the programme and their employees.

· Influencing the quality of future employees – employers can help to improve the quality and work readiness of young people emerging onto the labour market.

· Development of recruitment channels – many work experience students have subsequently been engaged as permanent employees, this can also assist in reducing recruitment costs.

· Influencing career choices – employers can use work experience placements as a means of raising a career profile and in some cases dispel unwarranted stereotyped views of certain careers.

· Raising the community profile – work experience placements can create an opportunity to enhance the company image.

· Creation of management development opportunities – the process of policy development, planning, implementation, monitoring and evaluation of work experience programmes gives employees the opportunity to develop their management and coaching skills and widen their own experience.

· Increased motivation of employees – companies participating on education business link activities have found that such activities increase the motivation of their employees.

· Understanding changes in the education system – closer links with schools helps employers to understand modern learning processes and the current educational system.

· Monetary  - students may even provide fresh perspectives and ideas!

Responsibilities of key players

The School

LEAs and schools have a common law duty to look after the students that they are educating, they must satisfy themselves that the placements they arrange will be safe.

They are responsible for the following: -

· Disclosing, to the employer, any medical, behavioural or special needs that the student has that may affect the student’s health and safety or that of others.

· Informing Connexions of all placements that have been organised for students.

· Ensuring that students do not use placements that have not been recommended by TWEBLO.

· Ensure that where the student is travelling out of the local area that chaperone arrangements are agreed by the parent/guardian.

· Ensuring that the parent is provided with the Information to Parents form once it has been sent by TWEBLO.

· Briefing the students prior to work experience commencing.

· Debriefing students after the work experience placement has been completed.  Any feedback that risks were not adequately controlled should be reported to TWEBLO.

· Reporting any accidents to TWEBLO.

Useful documents and sources

Work Experience: A guide for secondary schools

Available: DfES (please quote SPD/WES/01/029(rev))

Price: Free

Work Experience: A guide for employers

Available: DfES (please quote SPD/WES/01/11999rev))

Price: Free

Health and Safety of Pupils on Educational Visits

Available:  DfES (please quote HSPV2)

Price: Free

Managing Health and Safety on Work Experience – A Guide for Organisers

Available: HSE Books

Price: £6.50

Work Experience and the Law

Available: Simulus Education tel:0208 942 0308

Price: £27.00 plus £2.50pp

Health and Safety Guidance for School Governors and Members of School Boards

Available: Education Advisory Committee

Price: £5.95

Health and Safety on Work Experience

Available: DfES (please quote GPS/RS/2) 

Price: Free

Be Safe – Recently updated HSE leaflet.

Available: DfES

Price: Free

Play it Safe at Work 

Available: TUC (ISBN 1 85006 521 7) tel:020 7636 4030

Price: Free

Check It Out – video, teaching notes and worksheets to assist in briefing of students.

Available: HSE

Price: Free to schools

Work Experience Health and Safety – On-line interactive health and safety training package with built in test

Available: www.mediascopeltd.com/trident/
RoSPA Young Worker web site

Available: www.youngworker.co.uk
Work Risk and Play – teachers’ video pack, teaching notes, handouts and student worksheets.

Available: SME Safety tel:01128 675 344

Price: £65.00

Contacts:

DfES 

Tel: 0845 6022260

Fax: 0845 6033360

E-mail: dfes@prologistics.co.uk
HSE 

Tel: 01787 881165

Fax: 01787 313995

Employers’ responsibilities

Under the Health & Safety at Work Act 1974 the employer has a legal duty to ensure the health, safety and welfare of the pupil on work experience.  Under the Health and Safety (Training for Employment) Regulations 1990 the pupil is regarded as an employee for the duration of the placement and therefore the legal responsibilities in relation to the pupil is no different to that of any other employee.  However, the employers’ duty of care is even greater due to the learner’s age, inexperience and lack of understanding.  

Under the Management of Health & Safety at Work Regulations 1999 an employer must not employ a young person unless they have assessed the risks to the health and safety of the young person or reviewed risk assessments where the employer already employs young persons taking into account;

· the inexperience, lack of awareness of risks and immaturity of young persons

· the fitting-out and layout of the work place and the workstation

· the nature, degree and duration of the exposure to physical, biological and chemical agents

· the form, range and use or work equipment and the way in which it is handled

· the organisation or processes and activities

· the extent of the health and safety training provided or to be provided to young persons

· risks from agents, processes and work listed in Council Directive 94/33/EC

No employer shall employ a young person for work:

· which is beyond his physical or psychological capacity;

· involving harmful exposure to agents which are toxic or carcinogenic, cause heritable genetic damage or harm to the unborn child or which in any other way chronically affect human health;

· involving harmful exposure to radiation;

· involving the risk of accidents which it may reasonably be assumed cannot be recognised or avoided by young persons owing to their insufficient attention to safety or lack of experience or training; or

· in which there is a risk to health from: -

(i) extreme cold or heat

(ii) noise; or

(iii) vibration
If the pupil is in year 10 or 11 the employer is also responsible for supplying the parent/guardian with information on, 

· the risks to the pupil’s health and safety identified by the risk assessment

· the preventative and protective measures

· the risks caused by others
TWEBLO has followed the Tyneside TEC’s lead and has continued to do this on the employer’s behalf.

TWEBLO’s responsibilities

· Ensuring that adequate health and safety provision is on place for every one of the 17,000 plus pre-16 statutory placements that occur annually.

· We have also continued the practice of collecting information to parents’ sheets from employers and passing them to the school approximately 1 week before the placement commences.

· Informing Connexions of any placements that have been cancelled withdrawn.

· Responsible for investigating accidents to prevent re-occurrence.

· Following up any feedback from students during de-briefing.

In order to fulfil the organisers’ duty of care, a representative TWEBLO may contact you to arrange a mutually convenient time to visit you to check that your health and safety arrangements are satisfactory.

If you are not contacted by a TWEBLO representative don’t worry – we may have visited your company previously and a reassessment may not yet be needed.

What does the assessment entail?

The assessment should take about 20 – 30 minutes to complete and there are a number of key areas that the Assessor will want to discuss. The next section will look at each of these areas in turn.

Insurance 

You must ensure that all insurance policies, in particular Employer’s and Public Liability, are in place and that this cover extends to pupils on work experience.

The assessor will need to see a copy of your Employers Liability insurance certificate when they visit.

If you do not have current insurance and do not want to set this up for the pupil you should contact Connexions or TWEBLO immediately.

Notification

You must ensure that legal notification of premises and nature of business activities have been supplied to the relevant Enforcing Authority – either the Health & Safety Executive (for factories etc) or Local Authority (for offices, retail etc).

Safety Policy

If five or more persons (including trainees or part time workers) are employed you must have in place a written safety policy in accordance with Section 2(3) of the Health and Safety at Work Act 1974.

If you do not have 5 or more employees you should still have a Health & Safety policy in place however this may be communicated verbally.

Risk Assessments

Employers must carry out all necessary risk assessments relating to staff and pupil activities e.g. for Hazardous Substances, Manual Handling, Noise, Personal Protective Equipment/Clothing, Display Screen Equipment. Significant findings and control measures should be brought to the attention of all concerned.

Again if you have 5 or more employees the significant risks and control measures should be recorded.

As you are involved in work experience placements you must also specifically assess the risks to young persons taking into account their age, lack of experience and immaturity.  In practical terms this will involve ensuring that they young person is adequately trained, has good levels of supervision and that they are prohibited or restricted from doing anything that you feel they are not capable of.  (This is looked at in more depth later in the leaflet).

If the pupil is in year 10 or 11, you are also required to provide the pupil's parent or guardian with relevant information on:

· the risks to the pupil’s health and safety identified by the risk assessment

· the preventative and protective measures

· the risks caused by others
There is no prescribed way of doing this and TWEBLO will assist you in complying with this requirement.

Induction

The employer must provide participants/learners with effective initial induction and ongoing instruction, information and training.

As for any new employees one of the first things you must do with the pupil is carry out an induction.  This is a legal requirement and is very important in terms of protecting the pupil from harm.  Induction should be carried out as soon as possible on the first day and should cover the following points: -

· Safety Policy – explain the organisation, who is responsible for what and any arrangements which apply to the pupil

· Risk Assessment – tell the pupil about any significant risks identified as a result of risk assessment and the control measures in place to prevent or reduce these risks

· Supervision – who is going to look after them

· Prohibitions/restrictions – any do’s or don’ts deemed necessary as a result of risk assessment

· Emergency procedures e.g. fire – what they should do if they hear the fire alarm or if they discover a fire

· Welfare facilities – where the toilets and washing facilities are, where to get a drink, take lunch break etc.

· Personal Protective Equipment and Clothing-  what they need to wear, when it needs to be worn

· Accidents – what to do if they have and accident, where the accident book is kept

· First Aid – who the first aider or appointed person is and where the first aid kit is kept

· The pupil’s responsibilities

The pupil should be shown around the premises and introduced to key people.  As there is a lot of information for the pupil to take in it will need to be reinforced and checked that the pupil has understood what they have been told.  If the organiser has not informed you of any health or medical conditions the pupil may have, it is your responsibility to ask the pupil on the first day.

Supervision and Training

Provide participants with effective competent supervision, relative to experience, age, immaturity and special needs.

It is very important to remember that the pupil may have no previous experience of the world of work. You should assume that the pupil knows nothing.  

The pupil should be supervised at all times and the level of supervision should reflect the risk assessment, the pupil’s competencies and the type of work and environment that they are in.  They must be shown how to carry out any task safely and without risk, once shown they should be supervised on a one-to-one basis to check understanding.  

Personal Protective Equipment and Clothing

You must provide pupils with any necessary Personal Protective Equipment and Clothing (free of charge) and ensure its proper use.

PPE/C includes protective clothing against adverse whether conditions and extremes of temperatures, this is important if the pupil is working out of doors.

Restrictions and Prohibitions

You must impose restrictions/prohibitions for activities or areas of work which                are not part of the agreed programme, or for which the pupil is not yet competent. You must also ensure they have been informed of the prohibitions or restrictions and that the evidence of understanding has been signed by the pupil (this could be incorporated into induction).

There may be some things that the pupil is not allowed to do either legally, such as operate certain dangerous equipment, or because you do not want them involved in certain areas of your business.

As part of your risk assessment you will have considered the young person’s physical and psychological capabilities and must prohibit anything you decide is beyond the pupil’s capabilities.  (See the appendix at the back of the leaflet for guidance on restrictions and prohibitions that should be considered).

These restrictions or prohibitions must be communicated to the pupil and anyone involved in supervision of the pupil.

Accidents

Any accident involving a pupil which results in a fatality, lost time accident, work related ill health or other condition, which results in time lost from the programme must be reported to TWEBLO by phone 0191 516 6168 or fax 0191 516 6167.

(Please note: - Notification must also be made to the relevant enforcing   authority with regards to the legal requirements of Reporting if Injuries, Diseases and Dangerous Occurrence Regulations of 1995 (RIDDOR)).

The accident should also be recorded in your accident book.

Work Environment
The employer must provide a healthy and safe working environment, welfare facilities, equipment, safe systems of work and emergency Fire and First-Aid arrangements.

Access

The employer must agree to allow Connexions , TWEBLO, LSC representatives reasonable access to records, premises, learners and staff for the purposes of monitoring or interviewing related to the pupil’s health and safety or participation in TWEBLO funded programmes.

To view a copy of the assessment form click here.

If you do not currently meet the requirements under health and safety law  TWEBLO will provide you with a full action plan on how you can remedy the situation.

If there are any other areas that you are unsure of there are a number of organisations that can help:

TWEBLO – 0191 516 6168

The organiser of work experience at Connexions Tyne and Wear

Your nearest Business Link

The Health & Safety Executive (local area office) and the HSE’s information helpline telephone number 08701 545 500, the HSE home page www.hse.gov.uk

Useful documents

“Young People at Work: A Guide for Employers” HS(G)165) ISBN 1717618897, price £7.95.

Work Experience: a guide for employers (ref:SPD/WES/01/1199(rev)

Improving Work Experience: A good practice guide for Employers (ref: EG1)

The Right Start: Work Experience for young people: Health and safety basics for employers (ref:INDG364)

The student

· TWEBLO will ensure that a current health and safety assessment is in place prior to each student commencing a placement. 
· An Information to Parents form will be sent to the school approximately 1 week prior to the placement commences, the school will ensure that this information is passed on to the parent/guardian.  If the parent/guardian has any concerns about the content of this form they should contact the school or TWEBLO.
· The student will receive a health and safety briefing in school prior to their placement commencing.
· The student will receive a Health and Safety induction at the workplace by an employer representative on the first morning of the placement.
· The student may be prohibited or restricted from certain activities, processes or areas.  These will be identified by the employer and must be observed by the student.
· The student must wear any personal protective equipment or clothing provided by the employer. 
· The student should be effectively supported during the placement; this may include a visit by the teacher to the placement or a phone call to the employer to ensure the placement is progressing well.
· The student will be provided with the contact details of a school representative whom they can contact if they have any concerns whilst on their placement.
· The student will be fully debriefed by the school once the placement has been completed.
For the duration of the placement the student is regarded as an employee and therefore has legal duties under health and safety legislation, in specific the student must: -

· Co-operate with the employer

· Follow any training, information and instruction given by the employer

· Report any dangerous situations to the employer

· Must not misuse anything provided for health and safety purposes

· Must not do anything that puts themselves or others at risk

Finding your own placement

Your school may provide you with a list of employers who offer a variety of work experience placements or they may ask you to organise your own placement.  If you do find your own placements here are some important tips: 

· Check that the employers has current Employers’ and Public Liability insurance – if this is not in place your work experience placement will not be able to go ahead.  Some employers may not need to have Employers’ Liability Insurance, for example if they are self-employed.

· Make sure that the information you pass onto your teacher is correct especially: -

· The name of the organisation.

· The address – make sure you supply the address of the premises where your work experience will take place, not the home address of the employer.

· Contact telephone numbers.  It is very important that we are able to contact the employer if a health and safety assessment is required.  If you have organised a placement with an employer who is not based from one location everyday, for example a Plumber who carries out work at people’s homes, then try to get a mobile telephone number.

· The type of work that you are going to experience.

Parent’s/guardian’s responsibilities

Although parents/guardians have no specific responsibilities under health and safety law they can help by providing any relevant information about their child’s medical or behavioural conditions.  It is also useful if they can pass on any relevant information regarding any potential health and safety problems in the placement that their child may tell them about. 

Further Education Business Link Activity

Work experience is only one of the many different education business link activities in the Tyne and Wear area; others include Business Ambassadors, Industry Days, Professional Development placements.  Whatever the activity the health and safety of the students involved in the activities is of paramount importance.  

School responsibilities 

Schools are responsible for ensuring the health and safety arrangements for all educational visits, from visits to the local swimming pool or park to trips abroad.  

Organisers’ responsibilities

The organiser of the activity is responsible for ensuring that the activity that is taking place and the venue used for the activity will be safe.

TWEBLO’s providers

TWEBLO are responsible for monitoring the standard of health and safety provision in place for all TWEBLO funded activities.  In order to fulfil this obligation the following procedure applies:-

Self Assessment 

Prior to new funding being agreed the supplier will complete and return a self-assessment of health and safety provision, recorded on the TWEBLO Health and Safety Record of assessment, which shall be completed to the satisfaction of TWEBLO prior to funding being agreed.

Click here to view copy of assessment.

Supplier Agreement

On the satisfactory return and completion of the Health and Safety Record of  

Assessment the Supplier will be issued with a funding agreement stating the health and safety responsibilities allied to TWEBLO funding (Appendix 1). This must be signed and returned within 14 working days.

Initial Vetting

Within 20 working days a TWEBLO representative will arrange to visit the supplier and carry out a health and safety assessment this will be based on the suppliers self assessment document to the standards as set out in the Annex 4 of the supplier agreement.

Grading

A grading of conformance will be given: 

Excellent         (supplier has achieved exemplary status)

grade = 1 

Good               (No concerns but room for improvement)

grade = 2
Satisfactory    (No immediate concerns, as above)

grade = 3
Unsatisfactory (Some concerns, action required)

grade = 4
Poor                 (Serious concerns, immediate action required)
grade = 5

It is the intention of the TWEBLO management team that TWEBLO and all TWEBLO funded suppliers will strive to achieve excellence and an emphasis is placed on continuous measured improvement.

The grading results will be agreed by all concerned and a development plan will be produced, once agreed this will contain the time scales and areas for improvement. Further visits should be arranged at this point to monitor progression and adherence to the development plan.

Suggested Intervals for monitoring visits 

Grade 1 
Excellent
Annually to ascertain maintenance of standards

Grade 2
 Good 

Annually to ascertain level of progression to Grade 1

Grade 3 
Satisfactory   
6 Monthly to ascertain overall improvement.

Grade 4 
Unsatisfactory 
3 Monthly goal is achieving Grade 3

Grade 5
 Poor 

1 Monthly to determine continuation of TWEBLO funding
Reward for Compliance

Once a supplier has successfully achieved Grade 1 status for 2 consecutive monitoring visits then the period of monitoring may be extended at the discretion of the TWEBLO management team.

Non-Compliance

In the instance of a supplier’s non-conformance then they shall be down graded and a development plan devised to take into account the nature of the non-compliance, in an attempt to get back on track of continuous improvement.

Where the non-compliances are deemed of a serious nature then immediate improvement will be required, this action will be reflected in the development plan, and unless immediate improvement is apparent then it may be necessary to withdraw funding.

Monitoring                         

In carrying out the self assessment and consequent vetting and monitoring by TWEBLO attention must be paid to the clauses as set out by Appendix 1

of the Supplier agreement. And the 10 sections contained therein:

1.  Management of Health and Safety

2.  Safety policies and Risk Management

3.  Staff competencies

4.  Working Environment

5.  Equipment materials and safe systems

6.  Staff Training

7.  Accident and Disease investigation and reporting

8.  Emergency Planning

9.  Contractual Controls

10. Vetting and Monitoring

Click her to view Appendix 1.

