
STUDENT PLACEMENT / WORK EXPERIENCE CHECKLIST (WP 2)
This checklist should be completed by relevant management prior to any placement commencing, in accordance with the procedures for placement / work experience schemes. The checklist should be placed within the relevant “on site” Health and Safety file.

PART 1 :
   Student / individual information

1.
Name of student / individual









2.
Contact Details
(Tel.No.)









3.
Emergency Contact 














(Tel. No.) 







4.
Date of Birth












5.
Parental / guardian consent










(Yes / No / N/A)
6.     
CRB Disclosure / level, if appropriate
            __________________________


(Yes / No / N/A)




7.
Special needs / Medical / dietary requirements
   



















_____________________________________
8.
Proof of identity (Details)










9.
References available











(Yes / No / N/A)
10.
Details of any criminal convictions 








PART 2:
Placement details

1.
School / College / Organisation









2.
Tutor / Placement Co-ordinator









3.
Contact details











4.
Details of course / training scheme 








5.
Duration of placement











(Inc. starts / finishes times)
6.
Objectives of placement










7.
Placement monitoring arrangements 








8.
Nature of tasks / activities to be undertaken by student / individual

9.
Tasks / activities student / individual will be prohibited from undertaking                


- Personal care (to be discussed during interview)


- Operation of equipment



- Food preparation



- Manual Handling tasks (involving significant risk of injury)


- Laundry tasks



- Use of hazardous substances



- Repair and maintenance



- Disposal / removal of clinical waste



- Hot water / surface temperature monitoring

10.
Confirmation of insurance cover
  







11. 
Areas of the workplace student / individual will be prohibited from entering 

without specific permission from relevant management




- Kitchen areas



- Laundry rooms



- Resident accommodation



- Electrical Switchrooms



- Boiler Houses

12. 
Details of Manager / Supervisor during placement 












PART 3: 
Health and Safety Arrangements

The Manager / Supervisor will ensure that the student / individual receive instruction / training / briefing in the following, prior to / during the placement: 

General issues:


- Introduction to staff 


- Tour of premises



- Lunch / break times



- Location of prohibited areas

Welfare :



- Meal / break arrangements / facilities



- Location of first aid equipment / personnel



- Location of fire fighting equipment / assembly points



- Cloakroom / changing facilities



- Security of personal belongings



- Location of washroom / sanitary provisions



- Location of accident book



- Suitable clothing / footwear

PART 3 continued

Procedures / Rules:


- Health and Safety Policy



- Relevant safety manuals / procedures



- Fire safety 



- Evacuation procedures



- Reporting of accidents / incidents / missing persons



- Operation of “nurse call” system



- Location of H&S poster



- Removal of general waste



- Risk assessments relevant to tasks / activities



- Use of personal protective equipment (PPE)


- Review of Care standards requirements



- Conflict / aggression procedure

PART 4:
 Managers checklist prior to signing pre-placement agreement

Has the student completed an application for placement request form?



Have you notified the Area manager and Health and Safety Advisor?
Are you satisfied with the placement monitoring and emergency contact arrangements?
Does the student / individual have any special needs / dietary / medical requirements?
If appropriate, has a CRB disclosure been completed?  (Not necessary for under 16)
(See H&S Advisor)
Have you confirmed the placement is covered by insurance arrangements?
(See H&S Advisor)
Are the student / individual aware of tasks / activities which they will not be allowed to carry out?  

Have all the areas of the premises in which the student / individual will not be permitted

been outlined?  

Have all risk assessments relevant to the tasks / activities in which the student / individual will be involved been reviewed?
Are any amendments / further assessments required?
Are arrangements in place for supervision of the student / individual during the placement?  

Have you any concerns regarding the suitability of the placement?
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