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Health and Safety Policy – Students on Placement
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Student placement opportunities are highly valued by students and placement providers for the benefits they offer. In adopting this policy Loughborough University recognises that it plays a pivotal role in ensuring that students and placement providers achieve a successful outcome from their shared experience.

1. 
Policy

It is the policy of Loughborough University that all placements are planned, organised and managed to ensure that:

a) the student and members of staff involved in the placement are not subjected to unacceptable risks to their health and safety

b) the student and members of staff involved in the placement do not create unacceptable risks for the placement provider or others. 

Consideration of health and safety issues is integral to the process of assuring the suitability of a placement under the University's Code of Practice on Placement Learning. This Code of Practice is incorporated in the Academic Quality Procedures published by Academic Registry on the authority of Learning and Teaching Committee and Senate. Placements arranged without undergoing the due process will not be recognised by Loughborough University.
1.1 Scope 

This policy shall apply to all student placements. A placement is defined as a period of vocational experience, paid or unpaid, where:

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

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

c) the student is enrolled at Loughborough University during this period

NB Additional legislation may be applicable to students who are under the age of 18 and placement tutors must liaise with the Health Safety and Environment Office before making arrangements to place students who are under 18 years of age.

2. 
Duty Holders
2.1
Placement Provider

A third party (usually an employer) who during the placement has direct supervision of the student. Note that if Loughborough University is providing the placement as an employer it would then be the Placement Provider.
Placement Providers in the UK are subject to UK legislation and employers have the primary duty to ensure the health and safety of the placement student engaged in placement activities i.e. work activities within their control. Students on placement will be treated as employees of the Placement Provider for the purposes of health and safety. The role of the Placement Provider is:

1. To plan the work or study programme and to provide appropriate health and safety training, information and guidance, including information relating to relevant risk assessments. 

2. Provide the student with a full and clear induction to the organisation and its working practices, including health and safety arrangements, fire precautions, emergency evacuation arrangements and how to report accidents, incidents and unsafe conditions.
3. Nominate a supervisor who will conduct or make arrangements for the day to day supervision of the student.

4. Comply with health and safety legislation.

5. Define the extent of insurance cover that will be provided by the Placement Provider’s policies for the activities of the student with regard to the student and others who may be affected by their actions or in-actions.
6. Facilitate visits to the student by the visiting tutor.

2.2 Placement Tutor
A Placement Tutor is a person within the University with responsibility for coordinating the organisation of placements on behalf of students and placement providers. The Placement Tutor’s role involves preparing the student and ensuring that placements are properly evaluated. The Placement Tutor has the following responsibilities: 
1. To provide the student with information on placement arrangements.
2. To ensure that the student follows the University’s procedures and obtains suitable and sufficient information about the placement from the placement provider.
3. To confirm with the student that they have ascertained that suitable insurance is in place to cover the liabilities arising from the placement. 
4. To review the information provided by the placement provider. This information shall be used to evaluate the placement and identify a management procedure commensurate with the risk.
5. To maintain all records relating to the placement in an accessible filing system
6. To provide the means for a student who is out on placement to make contact with a suitable member of staff in the department in the event of an emergency.
7. to review the suitability of the placement with the returning student and updates the placement risk assessment before the vacancy is advertised.
2.3 The Placement Student
Students over the age of 18 are expected to contact their prospective employer to confirm that suitable health and safety arrangements are in place. Office based placements in the UK can be categorised as low risk and the process can be fast tracked by sending a Letter of Expectation to the Placement Provider. Any other type of placement must be considered as an undetermined risk and further information must be obtained.  A template form is provided for the student to send to the employer to seek this information before the placement commences. In cases where a host employer has not provided suitable and sufficient information concerning the hazards and risks associated with their placement the student is expected to bring this to the attention of the Placement Tutor. 
The student shall:

1. Abide by all rules regarding health and safety and other working practices and procedures of the placement provider.
2. Carry out the work or study programme specified by the placement provider under the supervision of the specified supervisor(s).
3. Inform the placement provider of any health concerns or disability that may require adjustments.
4. Report any concerns about health and safety at their placement to their placement provider.
5. Attend briefing sessions and access all provided information.
6. Inform the placement tutor of any health concerns or disability that may affect the level of risk or may require adjustments.
7. Consult with the placement tutor prior to seeking any changes in the terms and duration of the placement.
8. Report any serious incidents in which they are involved and any health and safety concerns that are not addressed by their placement provider to their placement tutor.
2.4 
Health, Safety and Environment Manager

The role of the HSEM is to: 

1. Audit compliance with this policy.
2. Carry out training for placement tutors.
3. Report accidents or near miss incidents to the health, safety and environment committee and ensure that the placement provider has reported notifiable accidents to the health and safety executive.
4. Investigate accidents.
5. liaise with insurance providers regarding civil claims arising from incidents or accidents.
3. Insurance 
Students are expected to contact their placement host at the earliest opportunity and check the type and extent of insurance cover that applies to their placement.

a)
Injuries to the student during the course of work on placements

 Employer’s Liability (EL) insurance (or the equivalent overseas) is necessary to protect the interests of the placement student. Failure to obtain confirmation regarding EL must be discussed with the Placement Tutor who must refer to the University Insurance Officer with details of the placement. 
NB In the UK it is a legal requirement for most employers to have Employer’s Liability Insurance (although Government bodies are exempt as their liabilities are met by other means) however, self employed individuals, family businesses and overseas employers may not have suitable insurance in place. 
b)
Cover for the legal liability of the student
The University carries Public Liability (PL)Insurance which is extended worldwide to students on placement. The University is only liable in respect of something that is the fault of this institution and it is expected that the placement host should have equivalent insurance cover in place. This should be verified in advance with the Placement Provider.  Failure to obtain confirmation regarding PL must be discussed with the Placement Tutor who must refer to the University Insurance Officer with details of the placement.
c)
Personal accident, travel and health insurance
The University has a travel insurance policy which covers travel within the UK and overseas. The policy has a number of components which provide some protection against events such as: 

*
emergency repatriation

*
emergency medical expenditure

*
loss of personal belongings, baggage or money

*
cancellation and curtailment of travel

*
personal accident (no fault protection currently up to £50,000)

The policy applies for a fixed duration from the start to the end of the placement. Additional insurance may be needed if the traveller extends their stay beyond the placement period. Existing health problems should be discussed with a medical practitioner as certificate may be needed to confirm fitness to travel. The University Insurance Officer can provide additional information relating to individual circumstances. 

d)
Motor vehicle insurance

Anyone driving a motor vehicle will normally require compulsory motor vehicle third party insurance, although this may be provided by the placement provider if the student is driving on the provider’s business. Students driving their own vehicle or a relative’s for work purposes must check that they have insurance that covers “business purposes” and not just “social domestic and pleasure” use of a vehicle. 

UNDER THE TERMS OF ITS OWN INSURANCE POLICIES THE UNIVERSITY MAY NOT BE ABLE TO EXTEND COVER TO INDEMNIFY STUDENTS WHOSE PLACEMENT IS NOT ADEQUATELY INSURED. IN CASES WHERE THERE IS A GAP IN THE COVER PROVIDED BY THE PLACEMENT PROVIDER THE STUDENT SHALL BE CONSULTED BY THE PLACEMENT TUTOR AND STRONGLY ADVISED TO OBTAIN ADDITIONAL INSURANCE. 
4. Procedures – see flow chart
· Students who are registered on courses which include periods of work placement shall be informed by their Department (Placement Tutor) that a placement must be registered with the Department in order to comply with the University’s Code of Practice on Placement Learning.  A copy of Appendix 2 (Information for Students on Placement) shall be issued to the student. 
· The student must inform the placement tutor as soon as a placement has been secured

· The Placement Tutor will create a new file in the Department to record all interactions concerning the placement
· The student shall be briefed by the Department about their role in the risk assessment procedure . The student is responsible for collecting information concerning the health and safety arrangements at their placement organisation. 
· Some placements (office based work within the UK)  are low risk. In these cases, with the approval of the Placement Tutor, a Letter of Expectation will be sent to the prospective employer to set out health and safety obligations. 
· In all other cases  a risk assessment form must be used to obtain sufficient information about health and safety. This form must be sent to an appropriate contact in the placement organisation. 
· The student shall receive the completed form from their prospective employer and forward a copy to their Placement Tutor no less than 2 weeks before the placement commences.
· If the employer fails to return the form or if the information supplied by the employer raises further questions about safety of the student,  the Placement Tutor shall prompt the student to follow this up with the employer. If, following this contact, there are still concerns about the placement a  formal review should take place. The review shall include the student, Placement Tutor and, where appropriate, the Visiting Tutor. The departmental file should be updated with a record of the efforts made to contact the host employer.
· The placement may still go ahead with the agreement of all of the above parties BUT the student must be contacted within the first week of starting work. The placement must be revoked if there are still concerns about health and safety at this point. 
· All students must be briefed before going on placement. It may be appropriate to send the brief in a written format or as a power point presentation which can be viewed by the student at a later time but if the briefing is delivered at a group meeting the names of those present should be recorded. A core brief is attached as appendix 7. A register of the names of those who have attended a briefing meeting must be taken and kept on file
· THE PLACEMENT COMMENCES
· The student must complete a contact sheet to provide up to date contact details. This shall be recorded in the file. The student shall also be provided with an emergency contact telephone number for a member of staff in the Department

· All students on placement shall complete an induction/hazard checklist and return this to the placement tutor within 2 weeks of their placement commencing
· A Visiting Tutor may contact the student during their placement.  The Visiting Tutor must use these opportunities to verify that the student does not have concerns about their health, safety or welfare. The paperwork used by the Visiting Tutor. To record their discussion must  include a reference to health and safety. Any concerns raised with the Visiting Tutor must be reported immediately to the Placement Tutor
· REVIEW – at the end of the placement the risk assessment must be updated to reflect any concerns raised by the student. It is strongly recommended that a one to one meeting with the student is arranged once the student has returned to the University but feedback  can also be given by email or telephone. The findings should be noted on the file.
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Information for Students on the Placement Process

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

If you have secured a placement, inform your Placement Tutor immediately so that the process below can be carried out.

i. 
Discuss your placement  with your Placement Tutor. Low risk placements that are 
office based within the UK should be identified. These placements do not require a full 
risk assessment but  a Letter of Expectation should be sent to the Placement Provider. 


ii. 
All other placements require further assessment . You must forward the template risk assessment form to your Placement Provider as soon as possible to seek information about the possible hazards in the workplace.  
iii. 
If the Placement Provider does not complete this form within 2 weeks of your starting date you must inform your Placement Tutor.  

iv. 
An agreement to proceed with the placement can still be made in conjunction with your Placement Tutor BUT you must be in contact with your Department in the first week of your placement to confirm that your health and safety is properly managed. If your employer cannot meet these responsibilities then further discussions must take place to resolve problems or the placement approval will be withdrawn.

v. 
You should consider informing the Placement Tutor of any health issue, including disability, which may affect your health and safety whilst on placement. With your permission this information may be passed to the Placement Provider to consider any reasonable adjustments which may be required to provide for your health and safety whilst on placement.

vi. 
The placement tutor will supply you with information on health and safety prior to the placement starting.

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

viii. 
Your tutor or other representatives of Loughborough University may visit you whilst you are on placement , if they have any concerns they will inform you and this may lead to the placement being reviewed.

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

IF YOU HAVE ANY QUESTIONS CONTACT YOUR PLACEMENT TUTOR
Appendix 3
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Risk assessment check
Host Organisation:

Student Name:

Placement Duration:                               date from:                            date to:

Host Organisation Declaration

a) We confirm we have a written Health and Safety Policy

b) We accept responsibility for the student under the Health and Safety at Work etc Act 1974

c) We confirm we have in force, Employers’ and Public Liability insurances and that the student and or accompanying teacher is deemed to be an employee for the purposes of these insurance policies

d) We confirm having advised the appropriate insurers of the proposed placement

e) Should the student be expected to work with machinery, equipment or substances hazardous to health, safety precautions will have been taken, first aid facilities will be available and training, supervision and protective clothing will be provided

f) We have indicated any hazards that require control on the table below and added any additional hazards:

	1
	Exposure to asbestos containing materials
	
	20
	Working with electronic equipment
	

	2
	Hazardous substances (CoSHH)
	
	21
	Electricity (shock, burns, fire, arcing, explosion)
	

	3
	Working within laboratories
	
	22
	Lone working/remote working arrangements
	

	4
	Biological Sciences/Research and/or GMO
	
	23
	Working at height or falls from height
	

	5
	Working with/handling animals
	
	24
	Falling objects/equipment/people
	

	6
	Working with tissue samples
	
	25
	Slips/trips/falls on the same level
	

	7
	Work involving radiation sources/lasers
	
	26
	Unstable surfaces/uneven ground
	

	8
	Driving or working with vehicles
	
	27
	Fragile materials/surfaces/coverings
	

	9
	Operation of mechanical handling equipment
	
	28
	Work space/egress/access arrangements
	

	10
	Dangers from vehicles manoeuvring/reversing
	
	29
	Storage/stacking of goods
	

	11
	Loading/unloading vehicles
	
	30
	Environmental factors (rain/snow/ice/wind)
	

	12
	Access to dangerous or moving machinery parts
	
	31
	Working environment (low/high temp)
	

	13
	Manual handling operations
	
	32
	Housing members of the public/others
	

	14
	Chemistry experiments and research
	
	33
	Violence/aggression
	

	15
	Exposure to sources of heat/fire/flame
	
	34
	Excessive/unsocial hours
	

	16
	Use of sharps/glass/hand tools/power tools
	
	35
	Infections
	

	17
	Hazards leading to eye injury
	
	36
	
	

	18
	Confined spaces
	
	37
	
	

	19
	Sources of stress
	
	38
	
	


g) We have risk assessments and safe systems of work in place for any hazards indicated above

h) We confirm that we will advise the institution immediately of any injury or damage involving the student

Signed on behalf of the host organisation:

Name:




Position held:



Date:
Appendix 4 Letter of Expectation for employers

As a Placement Provider you have a primary role in student’s health and safety whilst on placement. For its part, Loughborough University will:
· Prepare the student for placement and ensure that they have an awareness of health and safety, however this is of a general nature and does not include specific information needed for the particular job or workplace

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

· Respond to any negative feedback received from the student 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 primary statutory duty of care and consequent liabilities rest with yourself. We ask however that you make contact with the University Placement Tutor at the earliest opportunity if you have any concerns regarding the suitability of the student to undertake this placement.

Loughborough University requires that students on placement are treated as members of staff for the purposes of health and safety and that you will:

· Provide the student with an 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 particular control measures identified in the risk assessments.

· Provide on-going supervision and training for the student in the performance of their duties.

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

· Confirm with your insurance provider what provision is made to provide indemnity in respect of damages awarded to the student for any personal injury arising from the placement and for students’ liabilities for injuries and/or property damage that they may cause. In the UK, Employer’s Liability (EL) insurance will normally cover a student during the placement period but where insurance is not in place to cover the student for their working activities this must be brought to our attention at the earliest opportunity. 

Please contact the Placement Tutor  on (Tel.      ) and ask to speak to (name            ) at the earliest opportunity  if you are unsure about any of the requirements listed above.
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Student Placement Induction Checklist              

Student Name:  




Placement date (to/from) :
Host Organisation (employer):

Department:

Supervisor:

Contact phone number:                                 

Contact fax number:

Contact email:

The following items should be included in your induction to the organisation, preferably on your first day.  Please check off the items below when they occur and inform your placement organiser of any items not covered within one week of the start of your placement.  This list is not exhaustive and other topics may be covered, which you may wish to note:

	Health and Safety issues


	Date

	Emergency procedures


	

	Safety policy received or location known


	

	Location of first aid box


	

	First aid arrangements (including names of first aiders)


	

	Fire procedures and location of assembly point


	

	Accident reporting procedures covered and location of accident book


	

	COSHH regulations/procedures


	

	Manual handling procedures 


	

	Protective clothing arrangements


	

	Instruction on equipment participant will be using (list equipment)


	

	Risk assessments provided


	

	Other issues:

	


Signed:

Name:






Date:

Please return this form as soon as possible to: Name / Dept / Address 
Appendix 6 Contact Details – information must be updated by the student following any changes or when new information can be added.
NAME:

	My normal office contact telephone number is:


	

	I can usually be contacted between the following times :


Mon – Friday

Saturday/Sunday
	

	My work place supervisor is called:


	

	My living accommodation address is: 


	

	My living accommodation telephone number is:


	

	My mobile telephone number is:


	

	My E-mail is:


	

	Other information

Please note any additional information regarding your accommodation, your transport and travel arrangements or the overseas Country where you will be working which may give rise to health, safety  or welfare problems during your placement period. 
NB you should consult the Foreign and Commonwealth Office website and discuss and concerns regarding safety during overseas placements with your Placement Tutor   http://www.fco.gov.uk/en/



Appendix 7  - 

Core Brief
Health and safety responsibilities – employer and student

Sources of information

Local Induction 

Risk assessments

Work place behaviour 

Insurance/driving 

Reporting accidents/incidents to the host employer
Reporting health and safety concerns to Loughborough University

Local custom/culture overseas

Working alone

Personal safety when not at work

Student given a safety brief:





Low risk – generic written format


Medium risk – group meeting 


High risk – one to one meeting





PLACEMENT COMMENCES





The risk assessment shall be updated at the end of the placement.








The risk assessment shall be updated following a visit(s) by the visiting tutor. NB Visiting tutors should formally record their observations concerning health and safety matters on the documentation/report filed following their visit. 








The student shall complete a student induction/hazard checklist of and return this to the placement tutor within 2 weeks of the placement commencing.








If the placement commences without the risk assessment form being returned,  the student shall be contacted by the placement tutor within the first week of their placement to ensure that they are not at risk  








Where this form cannot be obtained prior to the placement commencing the student, placement tutor and visiting tutor must consider if the placement may still go ahead – this is possible if the nature of the work is not likely to be hazardous. A record of the decision must be placed on the file.











If the form is not returned the Department shall prompt the student to contact their host employer in order to obtain this information. 








The form is returned within 2 weeks of the placement commencing





The student is required to send out the risk assessment form to the host employer





The placement tutor or their nominee ensures that a file is opened in the department concerning the individual placement.


The placement is  assessed as


Low risk – send out “Letter of Expectation”


Undetermined risk –the risk assessment form must be completed. 





The student has secured a placement





Flow Chart – Managing Placements








