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(Proc. No. 34/00; 01.12.00)

PURPOSE

To describe the Department’s requirements in relation to the placement of students who require work experience within Social Services.

SCOPE

The procedure describes the responsibilities of managers who take charge of students before, during and after work experience placements.

POLICY

Hampshire County Council Social Services intends to provide a safe and healthy working environment and safe practices at all times. It is committed to reducing the risk of accident or injury to all employees and other persons who may be affected by its activities.

The Department will take all reasonable and practicable steps to comply with all relevant legislation and best practice regarding the placement of work experience students and will carry out risk assessments and provide adequate training and supervision of young persons.
REFERENCES TO LEGAL, CENTRAL GOVERNMENT AND OTHER EXTERNAL DOCUMENTS

Health and Safety (Training for Employment) Regulations 1990



   Health and Safety at Work etc. Act 1974






 The Management of Health and Safety at Work Regulations 1999

       Managing health and safety on work experience – a guide for organisers – HSG 199

HAMPSHIRE COUNTY COUNCIL AND SOCIAL SERVICES DEPARTMENT REFERENCES

None

DEFINITIONS

Students who participate in work experience schemes are regarded as the placement providers’ employees for the purposes of health and safety.

ROLES

Managers are responsible for implementing this procedure.

AUTHORITY TO VARY THE PROCEDURE

Assistant Director, Resources
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1. INTRODUCTION

1.1
Students in their last two years of compulsory education can take part in work experience schemes. The intention is to develop their personal and social skills, including attitudes and key skills related to the world of work, and to provide an opportunity for them to learn first hand about the working environment.

1.2 Work experience placements should include a full briefing for students before they are placed and a debriefing process afterwards. Students will be placed with an employer to carry out a range of tasks and these should be defined in a job description that has an emphasis on learning.


1.3
This exposure to the workplace is a significant step in preparing young people for an adult working life and is an opportunity to foster an early understanding of the importance of health and safety.

1.4
We owe a higher duty of care to young workers because they are likely to have a lack of awareness of existing or potential risks due to their immaturity and inexperience.
2.
POLICY STATEMENT

2.1 Social Services department intends to provide a safe and healthy working environment and safe practices at all times. It is committed to reducing the risk of accident or injury to all employees and other persons who may be affected by its activities.

3.
LEGAL REQUIREMENTS

3.1
Health & Safety (Training for Employment) Regulations 1990

All students who participate in work experience schemes are regarded as the placement providers’ employees for the purposes of health and safety.

3.2
Health and Safety (Young Persons) Regulations 1997

Employers must carry out risk assessments and provide adequate training and supervision of young persons.

3.3
Health and Safety at Work etc. Act 1974

Employers owe a higher duty of care to vulnerable persons such as young and inexperienced workers.

3.4
Management of Health and Safety at Work Regulations 1999

Employers are required to tell all workers, including young workers, about the risks to their health and safety, identified by risk assessments, and the measures put in place to control them.

4.
STRUCTURE & CONTENT

4.1
These procedures explain the actions required and the performance standards expected of those managers who make arrangements for students to participate in work experience schemes. 

5.
RISK ASSESSMENT

5.1
Managers will carry out a risk assessment as detailed below:

*
Consider the task involved in detail

· Identify potential hazards

· Quantify the risk of injury occurring

· Introduce control measures  

· Monitor and review control measures regularly

5.2
The risk assessment should include:

· the fitting-out and layout of the workplace and/or workstation;

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

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

· the organisation of processes and activities;

· the extent of health and safety training provided, or to be provided to the young people concerned.

5.3
If, as a result of the risk assessment conclusions, there is a significant risk to young people doing a specific task or undertaking a workplace 
activity you must prohibit them from doing it.

5.4 Employers are required by the Management of Health and Safety at Work Regulations 1999 to tell all workers, including young workers, about the risks to their health and safety, identified by risk assessments, and the measures put in place to control them.

6.
INFORMATION & TRAINING

6.1
Managers will:

Make suitable arrangements for Induction Training. It is essential that young students receive adequate induction training before they commence any duties or workplace activities.

6.2
Induction training should include:

· emergency procedures in case of fire, or other workplace emergency;

· specific instructions relating to their proposed area of work;

· information about risk assessments and control measures;


· any prohibitions relating to their participation in the workplace;

· information about supervision requirements;

· first aid provisions;

· accident reporting;

· health and safety policies;

· welfare arrangements;

· training programmes;

· information for their parents or guardians.
7.
APPROPRIATE SUPERVISION

7.1
Managers will:

Appoint someone to provide appropriate supervision where any workplace activity or task has been identified as being potentially hazardous or in need of some specific on-the-job instruction and training. The person appointed must be competent in all aspects of that supervision.

7.2
Managers should ensure:

· adequate supervision is provided when necessary;

· adequate induction training is provided;

· the nature of work tasks is clearly defined and planned;

· adequate instructions are given before and during work tasks;

· opportunities exist for feedback and monitoring of progress;

· arrangements are made for students with special needs such as physical or learning disabilities.

7.3 Young people should be regularly monitored and assessed during work experience to determine whether they have any problems or require further training in order to work safely. This may also identify that they have the potential to gain further skills.

8.
EMPLOYEE RESPONSIBILITIES

8.1 Employees have a general duty to take care of their own health, safety and welfare and that of other people who may be affected by their actions.

8.2
Employees must co-operate with managers by:

· attending relevant training

· using recommended procedures designed for their safety

· making proper use of equipment provided for their safety

· reporting any concerns about health and safety to their supervisor/manager

8.3
All accidents, incidents, dangerous occurrences must be reported in line with departmental procedures.

9.
MONITORING & REVISION

9.1
This procedure will be monitored and reviewed to ensure that the corporate and departmental standards are being achieved. A representative sample of workplaces will be selected to monitor implementation of this policy.

10.
PERFORMANCE STANDARDS

10.1 Managers will:

· assess the risks to young and inexperienced people before they start work;

· accept that they owe a higher duty of care to young workers because of their inexperience and immaturity;

· make allowances for those limitations and any corresponding lack of awareness of existing or potential risks;

· address specific factors in their risk assessment;

· introduce and maintain appropriate measures to eliminate or control any risks they identify;

· provide adequate training and supervision;

· provide information to parents of school-age children about the risks identified and the control measures introduced; and

· take account of the risk assessment in determining whether a young person should be prohibited from certain work activities, except where -

· risks are reduced so far as is reasonably practicable, and

· proper supervision is provided by a competent person.

