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1. Purpose and Application

This procedure defines the management requirements to ensure the safety of all persons
attending a work experience placement within the Trust. Work Experience placements
pose particular risks as they may lack awareness of existing or potential hazards, due to
inexperience, lack of awareness, or immaturity.

This has been written to help ensure the health and safety of those attending work
experience placements within the Trust. This includes persons both over and under the
age of 18.

Under Health and Safety Law, work experience students are Trust employees and should
be treated no differently than other people the Trust employ.

2. Definitions

Work experience involves going on a short-term placement with an employer, to observe
and work alongside people as they go about their daily tasks.

As defined by health and safety law a:
e Young person is anyone under 18 years old

e Child is anyone who has not yet reached the official minimum school leaving age
(MSLA). Pupils will reach the MSLA in the school year in which they turn 16.

3. Responsibilities

The Trust Health and Safety Policy sets out the responsibilities for Chief Executives,
Directors, Managers, Employees and working groups for all health and safety policies,
procedures and working guidelines, and have the same relevance to this procedure.

When you offer employment or a work experience placement in your department, you hold
the same responsibilities for their health, safety and welfare as for all your employees. As
an employer, you will already have to complete workplace risk assessments that identify
what has the potential to cause harm in the workplace, and whether you have taken
suitable and sufficient precautions to prevent harm.

3.1 Trust Board

The ultimate responsibility for health and safety is vested in the Board; executive
responsibility is delegated to the Associate Director of Workplace as the nominated
Director with responsibility for health and safety. Compliance with this procedure will be
achieved by:

¢ Identification and assessment of risk
e Ensuring that adequate and appropriate resources and support are provided across

the Trust to achieve risk elimination and reduction as far as is reasonably
practicable
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e Implementation of suitable and effective control measures
3.2 Managers

Managers must ensure that this procedure is adopted in all areas under their control and
that they familiarise themselves with working practices that involve those on work
experience placements and have the responsibility to ensure:

e They follow the Trust Work Experience Policy, including not accepting any internal
applications

e Any risks identified are reduced to the lowest possible level

e Risk Assessments have been completed for the general workplace and any tasks
with identified risks, and these assessments are documented and stored in the
department in a central location for all staff to access. These risk assessments must
be reviewed for a work experience placement to identify any additional risks or
activities unsuitable for the candidate (refer to the risk assessment section 4.1)

e Where appropriate significant risks are logged onto the departmental risk register, if
necessary

e Control measures and safe systems of work are followed by all staff

e That action is taken if control measures and safe systems of work are not being
followed

e The Trust Incident Reporting and Management Policy is followed in the event of an
incident involving a person attending a work experience placement (including near
misses)

¢ Need to take into account that those on a work experience placement are likely to
be inexperienced, unaware of health and safety risks in a healthcare environment
(or any environment) and could be physically or mentally immature

e All employees (including work experience placements) receive suitable and
sufficient information, instruction, training, supervision for completing tasks, and the
risks to health and the precautions that must be taken. This information must be
provided to any new employee during their induction

e All employees receive a local introduction to first-aid, fire and evacuation
procedures relevant to the area they are placed/working in

3.3 Employees (Work Experience Placement Persons)

As employees, work experience persons have a duty under the Health and Safety at Work
etc. Act 1974 to take care of their own health and safety and that of others who may be
affected by their actions. This includes co-operating with the employer/manager by
listening carefully, following instructions, using any safety equipment that is provided and
taking part in relevant training.
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Specifically work experience / employees must ensure that:

e They follow control measures and safe systems of work identified on workplace risk
assessments

e They report any hazards and risks to their Host manager, or nominated supervisor

e They attend training as required by the completed assessments and attend health
and safety training as required by health and safety legislation and Trust policies.
Only exception to this requirement is short-term work experience placements on an
observation capacity only.

If you are on work experience you can raise any concerns about your health and safety

with your placement provider/organiser and tell them about any accidents or iliness which
you think may be related to the work activities you have undertaken.

4. Procedures

Where risks currently exist in the workplace control measures should already be in place
under the Trusts arrangements for assessing and managing these risks.

Before a work experience placement commences a manager must ensure that:

e The risks to the work experience person and/or young persons are assessed and
they are reduced to the lowest practicable level

e No person is to be “employed” under the MSLA, except where this is organised as
part of an authorised work experience programme with the Childs school

e Where a pupil is offered work experience placement, details of the key findings of
the risks to which the pupil may be exposed, and the steps taken to control them
are issued to the pupil’s school, and each pupil’'s parents before they take up the
placement

e The Manager must give a copy of the department risk assessment to the Work
Experience Placement persons and ensure they understand its contents

If a significant risk remains, in spite of your best efforts to manage the risk as far as is
reasonably practicable, you must not allow the work experience placement to commence.

4.1  Assessing the Risk

Managers need to try and look at the workplace from an inexperienced persons or young
person’s viewpoint. In particular you should consider:

e What dangers will they recognise?
e Their lack of experience/knowledge of such a workplace environment

e They may not be fully grown — will this make any area of the workplace awkward or
equipment too big/unsuitable?

Version 02 / November 2024 Page 5 of 9 TSP/S032

Approved by Health & Safety Committee



Management of Health and Safety for Work Experience Placements
NHS Unclassified

e Will they use equipment appropriately and understand the dangers involved?

When assessing risks for work experience persons in the workplace, in particular you
should look at:

e The extent of the health and safety training needed

e How the workplace is fitted and laid out (and the particular site/desk where they will
work)

e What type of work equipment will be used and how they will handle it
e How the work and processes are organised
e The need to assess and provide appropriate training

e The nature of any physical, biological, and chemical agents they may be exposed
to, for how long and to what extent

e The risks from certain work hazards

Your risk assessment may highlight certain risks which young people cannot be exposed
to under health and safety law. Young persons must not be allowed to do work which:

e Is beyond their physical or psychological capacity

e Exposes them to substances which are toxic or cause cancer
e Exposes them to radiation

e Involves extreme heat, noise or vibration

Young persons who are over the MSLA can do this work under very special
circumstances, which are:

e The work is necessary for their training
e The work is properly supervised by a competent person

e The risks are reduced to the lowest possible level, as far as is reasonably
practicable

The following table gives an example of the risks, if applicable, and control measures that
may be adopted

Hazard Control Measures
Fire Induction briefing & constant supervision
Manual Handling Will not be permitted to handle excessive weight or perform
highly repetitive operations
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Chemicals Will not be permitted to handle hazardous chemicals
without training by a competent person and a
documented safe system of work

Machinery Will not be permitted to operate dangerous machinery without
having undertaken an approved training course

Noise Must not be exposed to excessive noise

General workplace Induction briefing & constant supervision

hazards

Vibration Must not be exposed to vibration

Extreme heat or cold Must not be exposed to extreme temperatures

Radiation Must not work in controlled areas without a documented safety
system of work and approval of the Radiation Protection
Advisor

Display screen work Will not be permitted to work at screen for more than 1 hour
without work break.

Confidentiality Breach | Will not be allowed access to any sensitive documentation

4.2  Training and Supervision

Many people need training to start a job or work experience. They need to be trained to
complete the work without placing themselves or others at risk. It is important that
managers/supervisors check that they have understood the training and monitor their work
at regular intervals to ensure they are following their instruction and safe systems of work.

Work experience placement persons will be facing unfamiliar risks from the work they are
completing, unfamiliar with the surroundings and are therefore likely to need more
supervision. Work experience placements must be supervised at all times, even if over
the age of 18 as they will not have undergone DBS checks. Good supervision will ensure
managers are aware of their progress in the job and can monitor the effectiveness of the
training provided and review if necessary to make any improvements.

A proportionate approach is needed, for example, where a student is on a short-term work
experience placement, induction and training needs should be tailored to the tasks they
will be completing.

Managers must ensure;

e That there is a named person in the workplace who will be responsible for any work
experience placements/students

e How work experience placements/students will be supervised and given their health
and safety induction and training

e They draw up a clear plan for the work experience (to include instructions for the
person to follow in the event of supervisor being called away)

e They provide any necessary personal protective equipment (PPE)
e They make appropriate arrangements for any persons with special needs, for

example those who have particular disabilities or learning difficulties (you should be
advised of this by the work experience organiser prior to the start of the placement)
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¢ In the event that the ward has to be closed the department Host must notify the
Work Experience team

4.3  Working Hours

Young people and children have different employment rights from adult workers and are
subject to protections in relation to the hours they can work. Managers must ensure they
are aware of the agreed hours of work, if necessary, seeking support from the Human
Resources department and if applicable, the young person’s school.

Work experience placements arranged in liaison with schools/education establishments
usually exclude night work. Advice must be sought from the Work Experience Team.

5. References

5.1 References and further reading
e The Health and Safety at Work etc. Act 1974
e The Management of Health and Safety at Work Regulations 1999

e The Right Start — Work Experience for Young People INDG364 (Health and Safety
Executive)

e NHS England Work Experience — a toolkit for the NHS
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Equality Impact Assessment

Policy Title (and number) Management of Health & Version and Date V2
Safety for Work Experience
Placements Procedure

Policy Author Senior Corporate Health and Safety Advisor

An equality impact assessment (EIA) is a process designed to ensure that a policy, project or scheme does not discriminate
or disadvantage people. EIAs also improve and promote equality. Consider the nature and extent of the impact, not the

number of people affected.

EQUALITY ANALYSIS: How well do people from protected groups fare in relation to the general population?

PLEASE NOTE: Any ‘Yes’ answers may trigger a full EIA and must be referred to the equality leads below

Is it likely that the policy/procedure could treat people from protected groups less favorably than the general population?

(see below)
Age Yes [J NolX Disability Yes [J NoX Sexual Orientation
Race Yes [J NoX Gender Yes (1 NolX Religion/Belief (non)

Gender Reassignment | Yes [0 NoX Pregnancy/ Maternity Yes [0 NoX Marriage/ Civil
Partnership

Is it likely that the policy/procedure could affect particular ‘Inclusion Health’ groups less favorably than
the general population? (substance misuse; teenage mums; carers?; travellers?; homeless®; convictions;
social isolation?; refugees)

Please provide details for each protected group where you have indicated ‘Yes’.

Suitable risk assessment will be completed depending on staff circumstances.

VISION AND VALUES: Policies must aim to remove unintentional barriers and promote inclusion

Is inclusive language® used throughout?

Are the services outlined in the policy/procedure fully accessible®?

Does the policy/procedure encourage individualised and person-centered care?

Could there be an adverse impact on an individual’s independence or autonomy’?

If ‘Yes’, how will you mitigate this risk to ensure fair and equal access? See individual Risk Assessment.
EXTERNAL FACTORS

Is the policy/procedure a result of national legislation which cannot be modified in any way?

What is the reason for writing this policy? (Is it a result in a change of legislation/ national research?)

Yes [ NoX
Yes [ NoX
Yes [ NoX

Yes [ NoX

Yes X Nol
Yes X Nol[
Yes X No[
Yes [ NoX

Yes X No[

The purpose of this Procedure is to reduce the risk of staff developing latex allergy and minimise the risks from latex

contact for those who have latex allergy..

Who was consulted when drafting this policy/procedure? What were the recommendations/suggestions?
Health and Safety Committee

ACTION PLAN: Please list all actions identified to address any impacts

Action Person responsible Completion date

none

AUTHORISATION:

By signing below, I confirm that the named person responsible above is aware of the actions assigned to them

Name of person completing the form Senior Corporate Health & Safety Signature SE
Advisor
Validated by (line manager) Head of Safety, Health, Environment = Signature KW

and Quality (SHEQ)
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