
Health and Safety Guidance for the Placement of HE Students

1.0 Introduction

The aim of this guidance is to provide higher education (HE) institutions with advice on the actions required to effectively manage the risks arising out of student placements.

It identifies that institutions owe students on placement a duty of care due to the proximity of the relationship, i.e. contract of learning between the student and the institution, and recognises the importance of the student's health and safety whilst on placement.  However, statutory liability for a student on placement primarily lies with the Placement Provider. 

It replaces the 1997 UCEA / CVCP document 'Health and Safety Guidance for the Placement of HE Students'

The key difference from the 1997 document is, that on the basis of the balance of statutory liability, this guidance removes the onerous system of checking the providers' arrangements via a checklist.  This is replaced by a process based upon acknowledgement of the institution's expectations supported by effective briefing of the student and monitoring.  Justification for this is provided in 'Assessment of Risk' (see Section 3.0).

Another amendment is the removal of the duty to conduct periodic visits purely for health and safety purposes.  It is recognised that visits may still occur for academic purposes and the guidance refers to these as a feedback opportunity in the health and safety monitoring of the placement.

This guidance sets out reasonably practicable actions which if adhered to will ensure that the institution not only fulfils its duty of care to the student but also ensures the student is sufficiently informed, enabling them to question the placement provider in respect of health and safety provision in the provider's premises and also be a component part of the health and safety monitoring process. 

This guidance will help to ensure that institutions meet the statutory requirements of existing legislation including the Health and Safety at Work etc. Act and the Management of Health and Safety at Work Regulations.
2.0 Scope and Definitions

2.1 Placement

A placement is defined as: -

A period of vocational experience, paid or unpaid where: -

a) there is the transfer of direct supervision of a student to a third party and

b) it is integral to the individual student’s course and

c) the student is enrolled at the institution during this period.

2.2 Scope

The scope of this guide on placements in higher education (HE) will include all placements undertaken by HE students both in the UK and overseas except; 

Students who are placed as part of a work based learning scheme funded by the LSC (Learning and Skills Council). 

Placement of students under the age of 18, where the University may be in loco-parentis and specific legislative requirements may be applicable.
2.3 Placement Provider

Any third party who provides a placement.  For the purpose of this document a third party includes the host institution and any associated partner companies, which are based within a students’ host institution.

2.4 Placement Organiser
Member(s) of staff nominated by the institution at which the student is enrolled to ensure that the process set out in this guide is applied to each placement.

3.0 Assessment of risk

3.1 Risk

This guidance establishes the two main risks arising out of the placement of students as: -

a) Foreseeable injury or ill-health arising out of the undertaking of the placement provider and

b) Foreseeable injury, ill-health or loss to the placement student not arising out of the undertaking of the placement provider but as a consequence of the placement.

3.2 Liabilities

These risks give rise to the following potential liability to the institution: -

a) Civil liability under duty of care (as a result of proximity of relationship i.e. learning contract) for the injury or ill-health arising out of the placement;

b) Civil liability under duty of care for the injury or loss to the student arising outside of the placement from a foreseeable act e.g. personal attack;

c) Civil liability for loss or injury arising out of the negligent actions of the student whilst on placement;

d) Limited statutory liability for the injury of the student arising out of the undertaking of the placement in the UK and

e) Statutory and civil liability arising out of the risk to the institution’s employees’ health, safety and welfare during placement visits.

In order to ensure the health, safety and welfare of students and institution employees and mitigate institution liability the following reasonably practicable control measures should be implemented: -

a) Procedures to ensure the Placement Provider is informed in writing of the institution’s expectations for the management of the students health and safety whilst on placement;

b) Procedures to ensure all students are adequately briefed before the placement commences;

c) Procedure for the effective monitoring and review of placements and

d) Ensure risk assessments are undertaken for the activities of the institution’s own employees and action is taken to ensure the risk is reduced to the lowest level reasonably practicable.

The process for the implementation of these controls is detailed in the following section.






4.0 Explanatory Notes for Placement process

[1] 
It is advised that institutions inform all students of the existence of placement procedures. It would be suitable for inclusion in student codes of conduct / regulations or similar. Example wording is included below;


‘Where a period of work experience / placement is an integral part of your course your attendance will be subject to a process which will ensure that health and safety issues relating to the placement are addressed. Before arranging any placement you must contact your Placement Organiser who will ensure the process is implemented. Placements arranged without undergoing the due process will not be recognised by the Institution.
[2]   See Section 2.1 definition of a Placement.

[3]   Where a placement is part of a course, institutions should provide students with their placement   procedures. It is highly recommended that this is a component of induction to the course. An example document is provided (see Appendix A).

[4] 
It is essential that all placements are the subject of this process.  If a placement is self-generated by the student then they must inform the Placement Organiser immediately of the prospective placement to ensure the correct procedure is followed (see Appendix A).


Consideration should be given to the suitability of the placement taking into account all issues which may have an impact upon the health and safety of the student and other issues of an ethical or academic nature which could give rise to liability but are outside the remit of this document. These may include; disability, discrimination, equality etc.
[5] 
The institution needs to convey its expectations relating to the health and safety of the student to the prospective Placement Provider.  Example information is provided in Appendix B. This information can be incorporated into other correspondence or sent separately as an individual letter. It is important that the institution can demonstrate that the information has been received so if separate correspondence is chosen, it is recommended that a reply slip is included for confirmation of receipt
[6]  
It is advisable that institutions ensure suitable arrangements for insurance are in place for the  placement. For UK placements it is recommended that the additional text in appendix B is utilised.  For placements outside of the UK further investigation will be required. It should be noted that placements are sometimes excluded from the institutions public or combined liability policies. 

[7]  
Confirmation of the placement by the Placement Provider implies acceptance of the institution’s expectations providing the Institution can demonstrate that such expectations have been received.. 

[8] 
Negative feedback can include: 

· The prospective placement provider unable to fulfil the health and safety expectations.

· Appropriate insurance cover cannot be obtained.

· External factors outside the prospective placement provider’s control that could affect the student’s health and safety (e.g. political or local unrest, ethical issues, and communicable diseases).

[8a]
Discuss with the prospective placement provider the issues applicable to them.  Also seek advice from appropriate personnel within the institution (e.g. Health and Safety Adviser, Insurance Officer) and/or external organisations (e.g. Foreign and Commonwealth Office).

[9]
Students must receive a verbal briefing, their attendance recorded.  Topics that must be covered are given at Appendix C.  For overseas placements, this briefing must be on a one-to-one basis.  In addition, each student must be issued with the supporting guidance at Appendix D.

[10]
Monitoring of a placement can take the form of:

· Regular feedback from the student.

· Feedback from the placement provider.

· Observations and discussions during periodic tutor visits.

· Other periodic contact by the institution with the student.

[11]
Negative feedback during the placement can include:

· Concerns raised by the student.

· Concerns raised by the placement provider.

· Concerns or issues raised during a periodic tutor visit

· Incidents involving the student reported to the institution. 

[11a]
Negative feedback received during the placement must receive the appropriate level of investigation by the institution.  This will involve discussions with both the student and the placement provider, and could include seeking advice from other personnel within the institution (e.g. Health and Safety Adviser).

[12]
Reviewing a placement on completion can determine its health and safety suitability for future use.  Review processes can include:

· Feedback from the student.

· Feedback from the placement provider.



-      The level of co-operation by the placement provider during the placement process.

Appendix A   INFORMATION FOR STUDENTS ON THE PLACEMENT PROCESS

Going on placement is an integral and important part of your studies.  However, there is a necessary process to be undertaken to ensure whilst on the placement your health and safety is protected.  This process applies to all placements whether in the UK, EU or international.  

Most of the responsibility rests with the third party providing your placement, and they must ensure that the activities you perform do not expose you to risks to your health and safety.  Your institution needs to inform them of this obligation and that you are fully informed of your role.  

If you have identified a placement and begun the process of confirming with your placement provider, inform your placement organiser immediately so that the process below can be carried out.  

The process will follow these steps:  

1)
Your placement organiser will write to the placement provider (organisation providing the placement) informing them of their responsibilities for ensuring your health and safety.  

2)
If the placement provider informs the placement organiser that it cannot meet these responsibilities then further discussions must take place to resolve these issues or the placement approval withdrawn

3)
You must inform the placement organiser of any health issues, including any disability, which may affect your health and safety whilst on placement.  This allows the University and the placement provider to consider any reasonable adjustments which may be required.

4)
The placement organiser will supply you with information on health and safety prior to the placement starting.  

5)
Whilst on placement, if you have any concerns regarding your health and safety you must inform your tutor or placement organiser as soon as possible.  This may lead to the placement being reviewed by the placement organiser.  

6)
Your tutor/placement organiser may visit whilst you are on a placement, if they have any concerns they will inform you and this may lead to the placement being reviewed by the placement organiser.  

7)
When the placement ends your tutor or placement organiser will ask for some feedback to ascertain whether the placement is suitable for other students.  

If you have any questions contact your Department/School placement organiser.  

Appendix B 
Extract of information to Placement Provider relating to health and safety expectations

The University and you as a placement provider have a duty of care towards the student whilst on placement. In order to fulfil this duty of care the University will: -

· Prepare the student for the placement and ensure they are aware of general health and safety aspects (a summary of this is enclosed), however this is of a general nature and does not include the specific information needed for any particular job or workplace;

· Give the student an opportunity to feedback to the University on any problems experienced with regard to health and safety whilst on placement and

· Respond to any negative feedback received from students in relation to health and safety practices during placements by informing the placement provider.

During the placement, we would expect our student to prove to be an effective, safe and reliable individual.  However, you will appreciate that during this period the student is under your control and therefore the statutory duty of care and consequent liabilities rest with yourself.  

As the students’ placement provider the University expects you to treat them in the same way as your employees with regards to their health, safety and welfare. It is therefore the Universities expectation that as Placement Provider you will:

· Provide the student with and induction in the workplace health and safety arrangements, including fire precautions, specific hazards and health and safety precautions.

· Include the student in the risk assessment programme as it affects activities undertaken by them.

· Provide appropriate instruction and training in working practices and in the particular control measures identified in the risk assessments.

· Provide ongoing supervision and training for the student in the performance of their duties.

· Have a system of recording and investigating accidents and incidents. We would ask that you notify the University of accidents and incidents involving the student that you are made aware of.

Additional text for UK placement

Insurance

The University assumes that you will have Employer Liability and Public Liability insurance in place for the period of the placement and that these will apply to a placement student as they would to any other member of your staff. If this is not the case, or if this creates any questions or problems, please let us know at the earliest possible date on telephone number and ask to speak to name.
Appendix C BRIEFING NOTES FOR THE PREPARATION OF STUDENTS PRIOR TO GOING ON PLACEMENT
ALL Placements (can be delivered either one-to-one or group basis)

· Their health and safety responsibilities.

· Health and safety responsibilities of the placement provider.

· Health and safety induction:

· The importance of receiving this.

· When it must be given (emergency arrangements, reporting of incidents etc.).

· Topics that must be covered.

· Action to take if not given.

· Health and safety information, instruction, training and supervision as the placement progresses.

· Assessing and managing risks for activities they will undertake.

· Monitoring and providing feedback.

· Action to take if they have any health and safety concerns.

EU & International Placements (delivered on a one-to-one basis)

· Travel arrangements: -

· Scheduled flights, travel to and from placement location.

· Accommodation

· Health effects of long-haul travel (jet-lag, very fatigued) and how to avoid

· Personal safety: -

· ‘No-go’ areas, areas of high crime

· Safe use of public transport, taxis etc.

· Climatic conditions: -

· Normal weather for area (e.g. higher temperatures, arid conditions, extreme winters) and precautions to take

· Difference with those experienced in the UK 

· Health risks and up to date vaccinations: -

· Venomous animals and insects

· Contagious diseases

· Vaccinations up to date

· Contaminated drinking water and food 

· Cultural differences: -

· Accepted behaviour

· Local laws and religions

· Likely communication difficulties

· Obtaining medical or other emergency assistance: -

· Correct insurance in place

· Local healthcare arrangements

· Local emergency services’ contact number(s)

· Contacts back in UK 

Appendix D HEALTH AND SAFETY GUIDANCE NOTES FOR STUDENTS GOING ON A PLACEMENT

Introduction

Placements provide an opportunity for you to apply skills acquired whilst at your institution to ‘real-life’ situations.  Many qualities can also be learned and developed during a placement that could improve your employment prospects.  However, there are health and safety aspects to every placement, namely: -

· being under the supervision of a third party;

· being involved with, or undertaking, activities where you have little or no experience; and

· working in and visiting environments and locations that you are unfamiliar with.

This guidance provides you with an awareness of the health and safety aspects of placements.

Health and Safety Responsibilities

(a) Placement Providers – organisations providing placements

· A general duty to ensure your health and safety whilst on placement.

· Take account of your potential inexperience for activities you’ll be expected to undertake and put into place appropriate controls.

· Provide you with information, instruction, training and supervision.

(b) Students

· Not to do anything that puts your or other people’s health and safety at risk.

· Follow health and safety instructions, information and training.

· Never intentionally misuse anything provided for health and safety reasons.

· Bring any health and safety concerns to the attention of your placement provider and your placement tutor at the university.

Placement Preparation

There are many aspects to placements that you have to prepare for, health and safety included.  It is important that you: -

· attend briefings prior to placements commencing as health and safety will be covered; and

· familiarise yourself with the health and safety aspects of placements, particularly you and your placement provider’s responsibilities, and what you should receive, particularly in the initial period.

Information, Instruction, Training and Supervision

These form the ‘backbone’ of ensuring your health and safety whilst on placement and can include: classroom-type situations; health and safety notices and signs; safe working procedures 

As soon as possible after commencing a placement you must receive a health and safety induction.  If you do not receive an induction then raise this with your placement provider.

As your placement progresses so will the information, instruction and training you receive.  Never undertake an activity or go into an area unless you have received appropriate information, instruction and training for you to feel competent and confident to carry on.

Levels of supervision will vary from placement -to-placement and at points within a particular placement.  Don’t be afraid to ask questions of your supervisor and if you feel there is a lack of supervision then raise this concern.

Emergency Information

Whilst on placement it is essential that you receive information and instruction on what action to take should an emergency situation arise.  Such situations include: -

· hearing the fire alarm;

· discovering a fire;

· requiring first aid assistance;

· threat to personal safety; and

· spillage of a dangerous substance.

If you are not made aware of what correct actions to take raise this with your placement provider.  Such information must be given at the induction stage and where a change of work location or activity occurs.

Assessing and Controlling Risks

Your placement provider is expected to determine the risks encountered with the activities you’ll be involved with and put into place measures to control these risks.  Such measures may be no different to those already in place for any of their employees.  However, because of your potential inexperience, or other factors, a higher level of measure may be required, especially in the early periods of the placement.

Measures to control risks can include: -

· providing information, instruction, training and supervision;

· having in place guarding, ventilation systems etc. to control risks at source;

· ensuring equipment used is appropriate and in safe condition; and 

· providing, and ensuring the use of, personal protective equipment and clothing.

It is important that you are made aware of the risks associated with the activities you will be involved with and what is in place and required of you to control these. 

Personal Protective Equipment (PPE)

An element of controlling risks may be the use or wearing of PPE.  PPE encompasses goggles, hard hats, ear defenders, face masks, overalls, gloves, waterproof clothing etc.

If you are issued with PPE it is important you are made aware of: -

· the reason it’s required;

· how to ensure a proper fit so it will work effectively;

· how to maintain, store, recognise defects and action to take, and obtain replacements;

 If you believe an item of PPE is defective do not continue to use it.

Reporting Incidents and Health and Safety Concerns

It is important that your report incidents – whether injury has resulted or not – that you are involved in.  This will enable your placement provider to investigate the circumstances and take any necessary action.  Reporting a ‘near miss’ incident could ensure that nobody is injured next time.  At induction you must be made aware of the reporting procedures.

If you do have any health and safety concerns during your placement the first action is to raise these with your placement provider ie injury, training, pregnancy.  Where you believe these concerns are serious also make your placement tutor aware.  Don’t wait to the next scheduled visit or conversation.  Never undertake an activity, using equipment or go into an area unless you are competent and confident to do so.   

Monitoring and Feedback

You are an essential element in the monitoring of health and safety performance of your placement provider.  Ensure you discuss health and safety aspects with your placement tutor and complete any necessary paperwork that is required of you.

At the end of your placement give thoughts on how you feel the placement provider approached health and safety.

The information is very useful to the university as a means of reviewing the health and safety performance of the placement provider.

(The following information is to be included where this guidance is being given to those students who are undertaking EU and international placements)

EU & International Placements

Whilst types of work and activities undertaken during overseas placements may vary from country-to-country there are also other aspects that can have potential health and safety implications.  These include: -

· different climatic conditions (higher temperatures, more extreme winters);

· cultural and language differences (accepted practices, local laws and religions, communication more difficult);

· unfamiliarity with, and little knowledge of, placement locations and surrounding areas (personal safety, no-go areas, areas of high crime, safe use of transport);

· long-haul travel (jet-lag, difference in local hours, affect on body – initially more fatigued); and

· contracting illnesses, receiving injuries and obtaining medical treatment (venomous animals, contagious diseases, vaccinations, contaminated drinking water, local health care arrangements, contacting emergency services).

These will also affect you during your own time whilst on placement.

It is important that prior to undertaking any EU or international placement you discuss the necessary arrangements that need to be in place and what you require to do in preparation.
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