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1
Introduction

Student placements are an important and sometimes essential part of many degree programmes as they provide a learning and development experience for the student within a work environment. 
People entering work for the first time are more vulnerable than others and for many students a placement can be their first experience of full-time work. Everyone involved has an ethical responsibility to do what they can to reduce the chances of harm to the student and the harm that a student may do to others. Under UK Legislation, primary responsibility for health and safety rests with the placement provider and the placement student is considered their employee for the duration of the placement. Placement organisers such as the University must take reasonable steps to assure themselves that any significant risks are being managed. Rather than stipulating subject specific practices, this document aims to provides a framework with a broad set of principles that should underpin current practice for managing placements and the potential risks associated with them. Health and safety is only one part of the support and development of students on placement and thus it needs to be an integral part, rather than a stand- alone part, of the whole experience.
This procedure forms part of the University’s Health and Safety Management System and applies to all relevant Schools and Departments. It should be considered in relation to the University’s Health, Safety and Wellbeing Policy statement to ensure that the risks associated with student placements are appropriately assessed and managed. 

It is based on the recommendations provided by the Universities and Colleges Employers Association (UCEA) ‘Guidance on Health and Safety of Placements for Higher Education Students’, the ‘ASET Good Practice Guide for Managing the Health, Safety and Welfare for Student Placements’ and the ‘ASET Good Practice Guide for Supporting Students with Disabilities on Placement’. This will assist managers and staff in complying with their legal requirements under the Health and Safety at Work etc. Act 1974. 

2 
Scope
This document covers placements:
· Which are a planned, integral
 part of a student’s programme of study, whether paid or unpaid, and is suitable for placements that are subject to professional standards and to those involving significant hazards such as construction or chemical industries. 
· Where the student is enrolled at the University during this period

· Where there is the transfer of direct supervision of the student to a third party

· Where the placement is in the UK or abroad

There are a few groups for which additional legal requirements apply and where the general approach recommended in this guidance may not be sufficient. These are:
· Placements of students under the age of 18 since they are subject to more rigorous risk assessment under the Management of Health and Safety at Work Regulations 1999 (as amended)


· Placements to which specific contractual or legislative requirements apply, such as the placement of health professional students
 who require appropriate Moving and Handling training, PVG and Occupational Health clearance prior to going on placement. Subject or discipline specific guidance should be referred to, for example, where students are members of a professional body.
Other special cases that need separate consideration, beyond the general guidance provided in this document include:
· Placements undertaken in the armed services or

· Where a student acts in the capacity of a self-employed person and there is no transfer of direct supervision of the student to a third party. In this case they will have greater responsibility for their own health and safety and they will need to understand the extent of this. For example, they would not require Employer’s liability Insurance but may require Public Liability Insurance to be in place.
· Personal/professional indemnity
 and other insurance requirements relating to a self-employed person

3 
Glossary of Terms

The following terms are used in this procedure: 


Placement


Refers to work based learning undertaken by a student with a placement provider, which is part of their course or programme of study, and there is a transfer of direct supervision to the placement provider (or to the student themselves if acting in a self-employed capacity).


Placement Organiser

Refers to any person within the University who organises student placements, which form part of a University programme or course.

Placement Provider

The host employer or the organisation providing the placement. It is important to note that GCU can also be the placement provider if we are the organisation providing this opportunity to students, including our own.
Workplace/Placement Supervisor

Anyone engaged by the placement provider that is assigned to look after the student during the placement.

Placement students


Glasgow Caledonian University students working under the control of a placement provider usually away from the University premises (unless the University is the placement provider).

Visiting Tutor


A member of staff at the University who visits a placement student at the premises of the placement provider during the placement, or who may have a monitoring role via other means of communication.

4 
Accountabilities

Schools/Directorates/Departments

The individual Deans of School and Director/Heads of Professional Support Departments are accountable to the Executive Members for the implementation of this procedure within their areas of responsibility and control, and are responsible for ensuring that:

· A process is in place for a risk assessment to be completed for placement providers, that each party understands their responsibilities and the placement is approved prior to the student(s) commencing the placement   

· Students are prepared for their placement

· Members of staff that organise placements are provided with guidance and information on the student placement procedures, arrangements and risk assessments that are in place. This should include maintaining contact with the student when on placement, resolving issues and planning for contingencies. 
· Written records, including risk assessments and training are held in a central location within the relevant School, Department or Directorate and retained for the study life of the student at GCU unless stipulated as longer by professional bodies. For example, nursing placement documentation has to be retained for 50 years as stipulated by the Professional Body (NMC)
· Placements are reviewed on a regular basis as relevant to the placement duration and at least annually with the risk assessment document updated at least annually.
Staff


The member of staff organising and/or approving the placement must take reasonable steps to satisfy themselves that any significant risks are properly managed by the placement provider and assist them in preparing and supporting students whilst on placement. 
Placement Provider

During the placement, the Placement Provider has the same responsibility for the students’ health and safety as for their own employees and has primary responsibility for their health and safety, including responsibility for their direct supervision and managing any health and safety risks to the student.

Students 

Students must take reasonable care of their own health and safety and that of other people who may be affected by their actions and co-operate with the placement provider and the University in complying with their legal duties. The student has responsibilities to follow instructions and act sensibly to protect their own health and safety and that of others.

    
 
University Health and Safety Advisors
     Where a person carrying out a student placement assessment requires advice or assistance to gain a greater understanding of the hazards/risks involved then advice and assistance can be sought from the University Health and Safety Advisor and/or other specialist advisors in the University including Occupational Health, Laser Safety Advisor, Biological Safety Advisor, SPS Health and Safety Advisor etc.
5 
Procedure 
Placements can vary considerably and a risk-based approach should be taken so that the control measures are proportionate to the level of risk. This allows a lighter touch on placements with relatively low risks and more rigorous control measures where the risks are greater.

The following process/steps will help to determine what level of risk a placement may have and the associated type and level of action that may be required in terms of student briefings, written communications and pre-placement visits. A flow chart of the process can be found in Appendix 1.
5.1 Before a Placement Commences
a) Assess the Risk 
The University has a legal responsibility to the students to ensure the placement is appropriate for their level of study and the learning outcomes they are required to achieve. The Schools and Departments and therefore the staff organising and approving placements must take reasonable steps to satisfy themselves that the Placement Provider is aware of their responsibility and are managing any significant risks appropriately.  

This can be done by gathering information about the placement through asking sensible questions, from the student and the Placement Provider, that are in proportion to the level of risk, to satisfy that the relevant arrangements are in place. A job/person specification for the placement may also be helpful.
The six factors in the Risk Profile and Risk Reducing table in Appendix 2 should also be taken into consideration when gathering the information, a summary of which are:

· Work factors – relate to the placement provider and to the work the student will be carrying out

· Travel and transportation – relate to driving and travel while carrying out the business of the placement provider, including travel to and from the placement and accommodation

· Location/Region – relates to where the placement provider is situated – UK or abroad - and can apply to international students enrolled at GCU on placement in the UK. Information for International Students, including information on UK Visas and Immigration (UKVI) can be found on the GCU VISA Team website https://www.gcu.ac.uk/student/support/international/
· General/Environmental health – relates to the environmental conditions in their place of work
· Individual Student disability – relates to students with a long-term condition or impairment and who may require reasonable adjustments or support with preparing for placement. The GCU Disability Team provide guidance and resources which can be found here, A RAP may include specific recommendations relating to placements for a disabled student, and may recommend that the Placement Planning Report is used to structure a discussion with the student regarding potential placement requirements. In certain limited circumstances, a RAP may also recommend that the Placement Planning Process is used as a model of good practice for supporting some students (mainly those on the autism spectrum) with identifying their placement related needs. Please see links to various guidance documents in section 6 and further information in Appendix 5 
· Insurance limitations – relates to the insurance cover provided by the University and the placement provider
This provides an indication of the risk profile (eg. low, medium, high) for different types of placement and examples of specific actions that may be required. 
In most cases for low risk placements an information gathering exercise and confirmation of roles and responsibilities may be acceptable for these and there will be no further action necessary. In the cases of medium or high risk placements further measures may need to be considered – which might range from an enhanced student briefing, a more detailed assessment completed or a pre placement visit.

For example, a low risk placement might be a standard UK office-based or business placement;  

medium risk placements could be industrial, laboratory or nursing placements and high-risk placements could include construction or overseas placements in parts of the world where the risks are likely to be higher.

It is important to recognise that a high-risk profile may be assigned because there is a lack of information about the issue and the measures in place. Once further information is obtained, it may be appropriate to downgrade the risk. 

Please note that the possible actions to reduce risk outlined in Appendix 2 such as provision of student briefings are only a guide and this should be tailored to address issues that could arise from the types of placement that the students within your School or Department may undertake. 

Once the above has been worked through then the findings and any required actions to be taken before the placement can be approved, can be recorded on the Risk Assessment form in Appendix 3.


If groups of placements with similar risk profiles or levels or risk can be identified, it is acceptable to group them together into a single risk assessment form. For example, multiple placements with the same provider or multiple placement providers where the work involved is of a similar risk level such as office work. 


This approach will also enable a similar approach and/or content of, for example, student briefings and pre-placement visits. 

At this stage of the process it is important to involve academic staff who are responsible for the academic contents of the programme and people with relevant knowledge of the health and safety issues associated with the activities in which the students may be involved. This is particularly relevant in the case of placements with higher risk profiles. 


You may also need to refer to the requirements of any relevant professional body in relation to professional practice obligations and it may be possible to embed necessary elements within placement agreements from large placement providers such as the NHS.

Any routine feedback on the placement can be appended to the relevant risk assessment form for reference when reviewing the placement.
b) Clarify Roles and Responsibilities with the placement provider


The placement provider must be informed of the University’s expectations of them with regards to health and safety and any questions, that need to be answered in order for the placement to be approved, must be raised. 
This can be done by providing them with a written communication that clarifies the arrangements and responsibilities with regard to health and safety related issues for the student, the placement provider and the University so that each party is aware of their role and responsibility. Having this in a written format, avoids any potential misunderstandings. 
The Guide to Stakeholder Responsibilities in Appendix 4 can be used for this purpose and should be adapted to suit the circumstances of the placement and/or any relevant wording included in existing communication and/or paperwork with the placement provider and the student, as appropriate. 

Where a Placement Agreement is required or available the stakeholder responsibilities can be easily included alongside the agreement
. 
Please ensure the placement provider provides written confirmation that they accept these responsibilities and provide answers to any specific questions you have before the placement is approved. If the placement is a repeat, ensure any health and safety concerns raised during previous placements were resolved or unlikely to recur.  
If a placement is self-generated by the student, then they must inform the placement organiser immediately to enable all necessary checks to be carried out. 

This process or any other initial checks may flag up problematic areas such as the prospective placement provider being unable to fulfil the health and safety expectations or having unsuitable insurance cover. Efforts should be made to overcome these with the placement provider. Further information on insurance cover can be obtained by emailing insurance@gcu.ac.uk 
c) Approve the Placement

Review any information and previous feedback your School/Department may have had regarding the placement provider, including any concerns raised by students previously placed there and whether these concerns were resolved.

When you are satisfied that the provider understands and accepts their roles and responsibilities, there are no unresolved concerns, and all the necessary actions have been completed including a safety visit where required, a decision should be made on whether the risks are tolerable such that the placement can be approved. However, if this is not the case then a decision should be made about whether to proceed and if an alternative placement should be sought instead.
All this information can be summarised in the Risk Assessment Form in Appendix 3 which you can use as the basis of your records for each placement provider or group of providers.

d) Brief the Student(s) 
While under UK legislation, primary responsibility for health and safety rests with the placement provider, Schools and Departments do, however, need to prepare the student as far as practically possible by providing them with sufficient information about the placement and/or direct them to sources of information relating to health and safety risk factors and control measures. For example, the University Health and Safety page, Health and Safety Executive website etc. This will help them to understand the risks and make informed judgements whilst there. This is particularly important where the student is considering or being offered a placement that could potentially be classed as a higher risk.
The student should also be encouraged to research the location they will live in. 
With appropriate support, students can be asked to conduct the risk assessment for their placement as this will encourage them to understand risks and how to manage them but the duty of care to ensure they are suitable and sufficient remains with the University and therefore with the person organising and/or responsible for the placement. 

The amount of information (and possibly training) will depend on the extent to which the placement is unusual, complex, involves significant risk and/or has been highlighted in the risk assessment.

Before they leave for the placement, students should receive a verbal briefing from the University and their attendance recorded and retained. 

All students should be provided with the following information:

· General information about health and safety requirements within the workplace and/or signposting to relevant sources of information about general health and safety issues in the workplace, living arrangements and destination as appropriate 

· Extra information on any additional concerns or issues highlighted by the risk assessment. The six factors can provide a good framework for this.

· How to maintain contact with the University, report any concerns about their placement or contact the University in an emergency. This may include providing students with a telephone number or email address and the University Travel Insurance details, particularly if the placement is abroad.  

· The name of the member of staff who is responsible for supervising them during their placement


· A copy of your expectations of the student, the placement provider and GCU with regard to their placement (see Appendix 4). This could be added to existing documentation provided to the student. 

In order to be capable of working safely when on placement it may be necessary for the student to have certain levels of technical and professional competency.  In some professional posts such as chemistry, life sciences or engineering the placement provider may expect or require that the University has trained and assessed certain competencies relevant to health and safety.

5.2 During the Placement


a)  Deal with health and safety issues

When the student is out on placement, responsibility for looking after their health and safety rests with the student and with the placement provider and students should raise any concerns in the first place with their workplace/placement supervisor and then either through the placement provider’s management line or nominated Health & Safety contact.
However, the University has a responsibility to support the student(s) if problems occur and if issues are not resolved by the placement provider, then the student should be able to raise the matter with the programme/course team by whatever process that has been established.

It is also good practice to maintain contact with the student at pre-agreed intervals appropriate to the placement duration and risk level and a means of communication should be established. You should obtain from the student details of how they can be contacted and also next of kin contact details should there be an emergency. The exception would be for extremely short duration placements.
Regular feedback on all aspects of the placement, including health and safety, is important from both the student and the placement provider. This may be achieved by, for example, telephone conversations, email or during periodic tutor visits. Any issues raised must receive an appropriate level of investigation or review by the University.  
Where the student is not responding to the pre-agreed regular contacts, an assessment must be undertaken by the School or Department to confirm the safety and wellbeing of the student, including ‘open source’ opportunities e.g. social media profile. Where a wellbeing concern is identified, this should be escalated to Student Wellbeing Services to provide support and assistance.
Any incident, accident or near miss involving the student should be reported by the placement provider to the named contact at the University with details on any mitigating measures required. This information should be sent to the GCU health and safety mailbox hsforms@gcu.ac.uk for recording purposes. 
b) 
Emergency Support

The department should know the placement location of its students so they can 
communicate with them in an emergency. 
Campus Security are available 24/7 and may be contacted on 0141 331 3787, accordingly, escalation will be in accordance with established critical incident protocols. 

Students should be advised to carry details of local emergency contacts and, if abroad, travel insurer details, local emergency services and their local embassy/consulate etc. 

Where the placement is international, include details on the University Travel process within the student briefing or direct students to sources of information on travel including checking relevant travel webpages and for details on the relevant forms to complete, for example, travel risk assessment form and emergency details form. These should be sent to the Travel mailbox prior to travel to ensure that there is a central record of students overseas to support established critical incident protocols in the event of an emergency. 
5.3 After Placement Concludes
Undertake a review

There should be a process in place to review a placement to determine its suitability for using in future or on an ongoing basis. It is recommended that the review is carried out on a regular basis, relevant to the placement duration or at least annually and should include information on health and safety issues or concerns raised and whether these have been resolved and are unlikely to recur. 

The conclusions of this review process should inform future risk assessments regarding the continued approval of the placement provider with the risk assessment document updated at least annually.
6.0 Further Information

http://www.hse.gov.uk/youngpeople/workexperience/organiser.htm
USHA Guidance on Health and Safety of Placements for Higher Education Students 

ASET Good Practice Guide for Managing the Health, Safety and Welfare for Student Placements (2021 Revision)  

ASET Good Practice Guide for Work based and Placement Learning in Higher Education (2013 Revision)
ASET Good Practice Guide for Supporting Students with Disabilities on Placement (2016 Revision) (Please note that this document is a bit out of date as it refers to DDA rather than the Equality Act however the principles are still relevant)
Department for Education and Skills document, Providing Work Placements for Disabled Students
ASET Good Practice Guide to Successful Work based learning for Apprenticeships in Higher Education (2019 Revision)
ASET Toolkits
Health and Care Professions Council – provides information on reasonable adjustment on student placements
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Appendix 2
Student Placement – Risk Profile and Possible Actions to reduce Risk 

	Work Factors
These relate to the placement provider and to the work that the student will be carrying out. They include the nature of the work-based hazards to which the student may be exposed. Control measures may include the professional knowledge and expertise of the student. There may be occasions where a student may undertake a self-employed placement. This should only be adopted where it is academically/professionally appropriate and not to circumvent usual placement requirements, and careful consideration should be given to the risk levels involved in the work activity. 

	Risk Level


	Indications
	Possible specific action to reduce risk

	High
	Work with hazards that have potential to cause permanent injury or fatalities, including:

· Construction site with work at height, dusts, moving machinery, electrical systems.

· Operation of machinery with mechanical hazards such as high speed rotating parts, crushing or entanglement risks.

· Laboratory work with toxic/hazardous materials.

· Community work with known high risk groups of clients or locations (drug abusers, homeless, violent patients).

· Work with animal bedding or large or dangerous animals.

· Activities requiring specific licences or qualifications (e.g. diving, flying aircraft, crewing an aerial device). 

· Work involving significant hazards in small companies that do not have professional health and safety advice.
· Significant potential impact on mental health (e.g. high stress, long hours, isolation, working with people navigating adversity such as social work, medicine, psychiatry)


	· Seek confirmation from placement provider about expectations of student’s prior competency in high risk activities, and ensure 

the student(s) meets these. 

· Confirm that training & supervision will be provided by the placement provider throughout the placement. 


· Clarify roles and responsibilities with the placement provider – using the Guide to Stakeholder Responsibilities or include relevant wording within placement agreement (Appendix 4)
· Consider pre-placement visit.

· Ensure student is aware of University Wellbeing Support Services and any wellbeing support provided by the placement provider

	Medium 
	Working in proximity to high risk factors (but not directly with them).
	· Seek confirmation from placement provider that the student will not be expected to participate in high risk activities, and will be appropriately supervised in medium risk activities. 

· Clarify roles and responsibilities with the placement provider – using the Guide to Stakeholder Responsibilities or include relevant wording within placement agreement (Appendix 4)

· Ensure student is aware of University Wellbeing Support Services and any wellbeing support provided by the placement provider



	Low
	Office work or other low hazard environments and activities. 

Self-employed or working from home.
	· No special measures

· Counsel student to consider support networks


	Travel and Transportation
Driving and travel while carrying out the business of the placement provider can be a risk. Placements do not just involve the work carried out by the placement provider. Depending on the nature and location of the placement, the student may face significant health, safety and welfare issues associated with their travel to and from the placement and to and from their accommodation.

	Risk Level


	Indications
	Possible specific action to reduce risk

	High
	· Significant/prolonged travel to reach placement or on local transport facilities known to be high risk (eg. poor driving or vehicle safety standards).

· Demanding travel during placement.

· Student required to drive others in unfamiliar vehicles.
	· Brief student on travel arrangements, discuss implications of high risk factors with them. 

· Consider the student’s experience. 

· Check with the placement provider that their insurance covers the student driving. 

· Consider reducing risks by providing accompanied travel where practicable. 

· Specify regular contact times.
· Advise the student to check that they have the necessary driving licences.

	Medium 
	· Night travel.

· Long daily commuting requirement.

· Student required to drive familiar vehicle in reasonable conditions.
	· Brief student on travel arrangements, discuss implications of medium risk factors with them. 

· Consider the student’s experience

· Check with the placement provider that their insurance covers the student driving. 

· Advise the student to check that they have the necessary driving licences.

	Low
	· No significant travel, comfortable daily commute.

· No driving associated with placement.


	· No special measures



	Location and/or Regional Factors
The location of the placement can have considerable impact particularly if it is abroad in a country that the student is not acquainted with, though it could apply to international students enrolled at a UK Higher Education Institute and going on placement in the UK. A student returning to their home country for their placement may provide some mitigation from risks, but risk assessment will still be required as it may not mitigate all risks, for example, there may be regional differences in risk or elevated risks from association with the HEI or provider. 

Note: Refer to the Overseas Travel webpage http://www.gcu.ac.uk/healthandsafety/travel/ for details on the travel process including the relevant forms to complete, for example, travel risk assessment form and emergency details form

	Risk Level


	Indications
	Possible specific action to reduce risk

	High
	· Significant risk of civil disorder, crime or similar danger (e.g. placement in war zones, 

countries where the Foreign and Commonwealth Office (FCO) advises against travel).

· Unavoidable lone or remote working in proximity to significant risk 

(e.g. medical student elective in a refugee camp).

· Medical and rescue services not available quickly or locally.

· Means of communication likely to be difficult or compromised.
	· Include details on the University Travel process within the student briefing or direct students to sources of information on travel, including checking relevant travel webpages such as the Foreign and Common wealth office and RiskMonitor Travel and for details on the relevant forms to complete, for example, travel risk assessment and emergency details form 
· Arrange briefing/information to be provided to the student(s) including appropriate behaviour, clothing etc relevant to the country. Preferably, in conjunction with someone with local experience or knowledge of conditions (e.g. student on previous placement or a placement practitioner at a local Higher Education Institute in the overseas country). 
· Provide students with the Travel Prepare E-Learning link so they can register to complete prior to travel. The link can be found via the Risk Monitor link above.

	Medium 
	· Higher than normal risk of civil disorder, crime or comparable danger.

· Delays likely in communicating with tutors and others.

· Placements abroad in areas identified as low risk by the FCO.
	· Include details on the University Travel process within the student briefing or direct students to sources of information on travel, including checking relevant travel webpages such as the Foreign and Common wealth office and RiskMonitor Travel and for details on the relevant forms to complete, for example, travel risk assessment and emergency details form 
· Arrange briefing/information to be provided to the student(s) including appropriate behaviour, clothing etc relevant to the country. Preferably, in conjunction with someone with local experience or knowledge of conditions (e.g. student on previous placement or a placement practitioner at a local Higher Education Institute in the overseas country).
· Provide students with the Travel Prepare E-Learning link so they can register to complete prior to travel. The link can be found via the Risk Monitor link above.

	Low
	Placements in the UK with no significant local risks.
	· No special measures


	General/Environmental Health Factors
The student may face significant health, safety and welfare issues associated with the environmental conditions in their place of work or the general location, their accommodation, or their food and drink.

	Risk Level


	Indications
	Possible specific action to reduce risk

	High
	· Regional/local health risks require mandatory and specific health protection measures (e.g. inoculations, medical travel kit).

· Very hot or strenuous working conditions (e.g. manual working outdoors in the sun).

· Very cold working conditions (e.g. catering placement in a food cold storage/cook chill or freeze facility).
	· Consult occupational health or medical/health professional for advice regarding immunisations and other preparations.

· Where the health factors are related to overseas travel, check the Travel Health Pro  website as part of the University Travel process.

	Medium 
	Regional/local conditions require some precautionary measures (e.g. optional 

inoculations against diseases, medical travel kit etc).
	· Consult occupational health or medical/health professional for advice regarding immunisations and other preparations.

· Where the health factors are related to overseas travel, check the Travel Health Pro  website as part of the University Travel process.

	Low
	No significant environmental health risks


	· No special measures

	Individual Student Factors
Each student is an individual. Their health; their knowledge, skills and experience; and their personality could have an impact on health and safety in particular environments. Students with personal factors (e.g. health, disability, linguistic or cultural) that may require specific adjustments or support should have equivalent opportunities in choice of placements. 

The School or Department should encourage students with a health condition or disability that may require adjustments or support whilst on placement to disclose this, or to agree for the School or Department to disclose information on this when identifying possible providers. The University should work with placement providers to ensure that access and support requirements will be provided for the student when on placement. Information on the Placement Planning Report can be found here. Advice on managing placements for disabled students is available in section 6 and Appendix 5 of this document.

	Risk Level


	Indications
	Possible specific action to reduce risk

	High
	· The student has personal factors (e.g. health, disability, linguistic or cultural) which may increase the risk of illness or accident during work-related activity even following reasonable adjustments. 

· The student has personal factors (e.g. health, disability, pregnancy, linguistic or 

cultural) which may require specific adjustments or support if living away from home, or makes them susceptible to episodes of illness.

· The student’s knowledge, understanding, and skills are low for the type of work.
	· Discuss activities of high risk with the student and the placement provider and try to eliminate or reduce them where possible (eg. review of work to be carried out, increased supervision etc)

· Engage with occupational health/disability support professionals to determine if further reasonable adjustments can be developed. 

· Agree the reasonable adjustments/support with the placement provider and the student and confirm these in the written communication.

· Consider pre-placement visit with the student or prepare student for meeting with the placement provider

	Medium 
	The student has personal factors (e.g. health, disability, pregnancy, linguistic or cultural) 

which may require specific adjustments or support during work, or in social interactions 

at work.
	· Agree reasonable adjustments/support with the student and placement provider.

· Engage with occupational health/disability support professionals to develop reasonable adjustments/support.
·  Confirm adjustments/support in the written communication with the placement provider.

	Low
	· The student has no long-term medical conditions or disability likely to cause episodes of illness or require specific support whilst on placement. 

· Student has relevant knowledge, understanding and skills for the type of work.

	· No special measures

	Insurance Limitations
Any assessment must include consideration of the extent and limitations of the insurance arrangements of both the University, the placement provider and student, the contractual arrangements in place and the legal requirements in the country or countries where the placement will take place. Any questions on the University insurance including, where applicable, any questions on potential insurance limitations can be emailed to insurance@gcu.ac.uk

	Risk Level


	Indications
	Possible specific action to reduce risk

	High
	· Locations, activities and/or circumstances that are excluded from the HEI’s travel 

and other insurance cover.

· Locations where the placement provider’s insurance does not cover the student for 

personal or third party liability associated with the work by the student.
	· If locations, activities and/or circumstances are excluded from the University’s travel and other insurance cover, consider alternative 

placements. 

· If placement is to proceed, additional specific insurances may be required, for example, professional indemnity insurance. 

· Brief student on limitations of insurance cover (the small print). 

	Medium 
	Locations, activities and/or circumstances that require prior acceptance from the 

University insurers before being covered.
	· If locations, activities and/or circumstances require prior acceptance from the University insurers, ensure notification and acceptance is given.

· Brief student on limitations of insurance cover (the small print).

	Low
	Locations, activities and/or circumstances that are automatically included in the University insurance cover.

UK locations (where the placement provider must have employers’ liability insurance 

cover).
	· No special measures
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RISK ASSESSMENT FORM - STUDENT PLACEMENTS
	Placement provider (ie. Company name(s) and location(s))
	Student or Student Group on placement
	Time period the placement covers

	
	
	

	Provide a brief description of the work the student/student group will be doing as part of the placement:




	1. General Control Measures
	
	Action necessary?
	Action completed?

	Has the placement provider acknowledged receipt of the Stakeholder Responsibilities
/returned a Placement Agreement?
	Yes/No
	
	

	Has the placement provider has been used before and reviewed with regard to health and safety? 

If no, record what actions are required

If yes, record any unresolved issues or concerns as appropriate
	Yes/No


	
	

	2. Risk Profile   
	Risk Profile

(High, Medium or Low)
	Action Necessary?
	Action completed?

	Work Factors – risks associated with student’s work activities
	
	
	

	Travel and Transportation Factors – commuting to/from placement and/or driving as part of placement activities
	
	
	

	Location and/or Region Factors – location of placement in particular if overseas
	
	
	

	General/Environmental Health Factors – very hot/cold working conditions, vaccinations required etc
	
	
	

	Individual Student Factors –personal factors (e.g. health, disability, linguistic or cultural) that may require a Placement Planning Report (PPR) to be in place prior to the start of the placement 
	
	
	

	Insurance Limitations – provider has adequate insurance to cover student on placement
	
	
	

	3. Conclusion


	
	Action Necessary?
	Action completed?

	Is a safety visit required before placement is approved?
	Yes/No


	
	

	Are the risks tolerable such that the placement can be approved?
	Yes/No


	
	

	Confirm that the student has or will receive sufficient briefing prior to the placement starting?
	Yes/No
	
	


	Prepared by
	
	Date
	

	Placement approved by (Print name)
	
	Job Title
	

	Signed
	
	Date
	


Appendix 4
Guide to Stakeholder Responsibilities
	Responsibility of the Placement Provider




To the University:

· Provide the name and details of your nominated health and safety contact;

· Provide the specified University contact with a job description or learning contract/agreement of the expected work activities/duties and advise of any expected levels of competency the student should have achieved prior to commencement;
· Facilitate ‘reasonable adjustments’ for students as detailed on the Placement Planning Report;

· Facilitate access to the student for visits by the visiting tutor, where relevant;

· Inform the specified University contact immediately of any unauthorised absence by the student and any health and safety incident and/or injury or damage involving the student;

To the student:
· Comply with health and safety legislation and treat the student in the same way as your employees with regards to their health, safety and welfare during the period of placement,
· Provide the student with an induction, including, for example, health and safety arrangements, fire precautions and emergency evacuation arrangements, how to report accidents, incidents and unsafe conditions, etc.;

· Nominate a supervisor who will conduct or make arrangements for day-to-day supervision of the student in the pursuance of their duties;
· Provide appropriate instruction and training in working practices and in particular to control measures identified in risk assessments and associated safety precautions;

· Facilitate access to the student for visits by the visiting tutor (where appropriate);
· Provide training on your safeguarding procedures and undertake the appropriate checks
, if the placement activities involve working with children or vulnerable adults;
· Have suitable liability insurance in place, for example, employer’s liability insurance, public liability insurance, professional indemnity insurance etc that will apply to the placement student as they would to any other member of your staff. If this is not the case, please let the University contact know at the earliest possible opportunity;

· Facilitate ‘reasonable adjustments’ for students as detailed on the Placement Planning Report;

· Advise and consult with the specified University contact in cases of accidents, incidents, near misses, breaches of discipline and sickness absence involving the student 
	Responsibility of the University




To the student:

· Provide information to the student on general health and safety prior to their placement;
· Provide advice and guidance for students with additional support needs;
· Where appropriate, appoint a visiting tutor(s) and establish the frequency of their visits.

To the Placement Provider:

· Provide the name and details of your nominated health and safety contact;

· Where information is disclosed to the University, and consent gained from the student, inform the placement provider in advance about students who might be at greater risk and have a Placement Planning Report, so they can take these properly into account. 
	Responsibility of the Student




To the University:
· Attend briefing sessions and familiarise themselves with all the information provided;
· Inform the University of any personal factors (eg. health, disability, linguistic or cultural) that may affect the level of risk or may require adjustments whilst on placement;

· Consult with the University prior to seeking any changes in the terms and duration of the placement;
· Report to the specified University contact any incidents in which they are involved and any health and safety concerns that are not addressed by their placement provider;
· Notify the employer/University of any change in personal circumstance that may be relevant to the placement e.g. contact details, disability, prescribed medication, criminal conviction, etc.    
To the Placement Provider:

· Abide by all rules regarding health and safety requirements, and other practices and procedures of the placement organisation;
· Carry out the work programme specified by the placement provider under the supervision of the specified supervisor(s);
· Inform the placement provider of any health concerns or disability that may require reasonable adjustments to be made; 
· Report any concerns about health and safety at their placement to their placement provider

Appendix 5

Supporting Students with protected characteristics or health conditions

It is important that all students have equal access to work placements. The main piece of legislation in the UK is the Equality Act 2010 which defines ‘protected characteristics’ upon which discrimination is unlawful. Further information can be found on the Equality and Human Rights webpage. 
All students should be provided with opportunities to disclose disabilities, mental and physical conditions and other factors (e.g. pregnancy and maternity, childcare, periods of religious observance, transport limitations etc) which may affect their work placement experience. The student should be in control of the decision to disclose and should be supported irrespective of their decision. Guidance for students on some of these issues can be found on the student wellbeing pages. 
It is important that explicit consent is sought from students to share relevant personal information (such as disabilities) with the placement provider. This information should only be passed to people to whom it is relevant (e.g. HR Managers or placement provider supervisors) and should meet the requirements of the General Data Protection Regulations 2018. 

In the case of a disability or health condition, the student concerned will often be the best placed person to advise potential employers as to what adjustments could be made available and there may also be other specialist advisory services within the University that can assist, such as the GCU Disability Service. 
The majority of ‘reasonable adjustments’ involve adaptations that will require no financial cost for the placement provider. Although many placement providers will make adjustments, the legal duty for ensuring these are made rests with the University, because the disadvantage would be academic. The GCU Disability Service has some guidance to support inclusive placements and can be found here. 

If the reasonable adjustment cannot be made by the placement provider, a solution should be sought to ensure the student does not suffer a disadvantage, for example, by funding the necessary adjustments or sourcing another placement. 

Examples of reasonable adjustments may include, but are not limited to, a placement that minimises travel, an orientation visit before the placement starts, extra rest breaks, taking care of medical needs, assistive technology, a support worker/buddy, support at interview etc. 

When the placement is abroad, the student that is travelling should research how their destination considers their protected characteristic(s) as it may mean that they will come across additional risks. The Foreign and Commonwealth Office website usually details this information about the country on their travel advice section on their website. Information can also be found through the online platform RiskMonitor Traveller https://umal.co.uk/travel-hub/pre-travel-advice/
Placement identified by placement organiser or student





Initial assessment to determine the suitability of the placement, including for example, from a health and safety perspective, Placement Planning Report etc





Complete/review placement risk assessment and determine control measures (Appendices 2 and 3)





Clarify roles and responsibilities with the placement provider – using Guide to Stakeholder Responsibilities or include relevant wording within placement agreement (Appendix 4)








Consider Pre-placement visit (high risk work activity/industry only)





Findings from the review to inform future risk assessments with risk assessment documentation updated at least annually





Undertake regular review of the placement that is relevant to the placement duration or at least on an annual basis





Enable problems to be raised and resolved 





Brief the student (s)





Approve the placement








� An integral part of a course refers to work experience which is linked directly to a module or accredited as part of a degree course. There are other work experience related activities that may occur in the University which may not fall within this definition (eg. Volunteering activities, work experience) facilitated or recorded but not accredited as part of the student’s studies. In some cases, it may be appropriate to adopt the principles outlined in this document.


� Within the School of Health and Life Sciences, student placements for Nursing, Social Work and the Allied Health Professional disciplines are undertaken in a variety of settings which include Health Boards, NHS Education Scotland, Network West, 3rd Sector, private and non-government organisations. Each placement is regulated by a Practice Placement agreement with the relevant organisation. Thus, in addition to the processes outlined within this document, these placements should also comply with any Health and safety processes outlined in the associated Practice placement agreement.


� Please note that professional indemnity can be discipline specific


� This is highlighted in the Partnership and Work-based Learning Advice and Guidance of the UK Quality Code, available from �HYPERLINK "https://www.qaa.ac.uk/the-quality-code/advice-and-guidance/work-based-learning"��www.qaa.ac.uk//en/quality-code/advice-and-guidance/work-based� learning 


� See Appendix 4 of the Student Placement Procedure for further information


� DBS checks (England and Wales), AccessNi checks (Northern Ireland) and Disclosure Scotland checks (Scotland)
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