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Supervisor Pack
Work Experience
This document details the supervisor’s responsibilities and provides supporting templates to meet the requirements for Work Experience within NHS Greater Glasgow and Clyde.  This should be read in conjunction with the Work Experience Guidance document.
1. Placement Supervisor Responsibilities
· Act as the main contact person for the team/ward/department hosting the career insight activity.
· Agreeing a suitable start date and duration.
· Identifying appropriate activities, shadowing opportunities and opportunities to meet colleagues who can provide an interesting insight into the department and job roles.
· Ensure appropriate induction is completed at the start of the period.
· Notifying the Learning & education Team if the pupil fails to arrive.
· Ensuing that Health & Safety, Risk Assessments and Confidentiality procedures are in place in advance of the period. 

· Identifying appropriate team members to support placement activity.
· Agreeing an outline of appropriate placement activity so that the attendee is aware of the plan for them, what they will be expected to do/observe/, who they will be working alongside etc.  

· Ensuring that the attendee is supervised and appropriately supported during their time in the department. 

· Complete and return online evaluation return at the end of the placement.
2. Support & Guidance
Detailed information is provided in the following pages to help you plan effectively for your placement activity.  This includes specific guidance and templates for:

· Health & Safety of Young People in the workplace

· Induction

· Confidentiality

· Placement Timetable

Advice and guidance is also available from the Learning & Education Team by contacting them through the HR Portal - NHS GGC HR (service-now.com) or by calling 0141 278 2700 (Option 3).

 
General Guidance on
Health & Safety at Work and Young Persons at Work

NHS Greater Glasgow and Clyde will aim to ensure that all necessary risk assessments are undertaken in order to quantify the extent to which the health and safety of Young Persons is affected. When you offer a placement you have the same responsibilities for their health, safety and welfare as for your workforce. As an employer you will already have to carry out a risk assessment.  This means looking at what in your work could cause harm to people, so that you can weigh up whether you have taken enough precautions or should do more to prevent harm.   The information set out below tells you what you need to do when assessing the health and safety risks to all young people in your workforce below the age of 18, including work experience trainees.

Definition of young people and children by age:

· A young person is anyone aged under 18 years of age

· A child is anyone who has not yet reached the official age at which they may leave school, just before or just after their 16th birthday (this is known as the minimum school leaving age)

All students and trainees, including children on work experience are regarded in health and safety law as employees.  Restrictions may apply to the types of work which young people may be allowed to be involved in. 

The Health and Safety (Young Persons) Regulations 1997 require specific risk assessment and provision of information to be given to parents of young people under 18 years of age. 

Risk assessments must be made or amended to take into account the risks to young persons before they start work. In doing this you must take into account the young persons: 

· inexperience 

· possible lack of awareness of existing or potential risks including the range and use of work equipment 

· immaturity 

· the layout and fitting out of the workplace and the young person’s workstation 

· exposure to physical, chemical or biological agents. This includes extremes of heat and cold, excessive noise or vibration. 

A sample risk assessment document is provided in Appendix A and further information can be found at the NHS GGC Health & Safety pages on HR Connect.

Where any identified risk cannot be reduced to a manageable level, specialist advice must be sought from the health and safety service prior to the onset of any work activities. 

If you have already carried out risk assessments and they take into account the risks to young persons then additional risk assessments will not be required. 

Parents of children under the minimum school leaving age are entitled to information on the outcome of risk assessments and on the necessary control measures applicable to the risks. This information need not necessarily be in writing and in the case of work experience the main responsibility for passing on information to parents lies with the organisers e.g. Local Authority, School. 

The Health and Safety (Training for Employment) Regulations 1990 state that students and trainees, including children on work experience, be regarded in health and safety law as employees. Students on work experience placements must be provided with the same health, safety and welfare protection that is given to all other employees. 
In practice young persons will be provided with additional supervision and ensure that they are not involved in any high risk activities except as observers. The supervisor of the young person must also be aware of any restriction or prohibited activities. 

Further guidance and information can be accessed from: 
http://www.hse.gov.uk/youngpeople/index.htm 
http://www.healthyworkinglives.com/advice/employee-issues/young-people.aspx
http://www.staffnet.ggc.scot.nhs.uk/Info%20Centre/Health%20and%20Safety/Documents/Work_Experience1.pdf
Areas considered to be inappropriate for senior phase school pupils is listed in the Work Experience Guidance Document. 
Induction

Please note that the Induction Process is key to ensuring the health, safety and wellbeing of pupils while out on placement.  Please use the induction checklist is provided in Appendix B to guide your discussions on Day 1 of the placement.
Induction should be completed at the beginning of the first day of the placement following the initial welcome to the department.  

Induction should include:
· A full detailed explanation of the work tasks the Young Person will undertake.

· Relevant key safety personnel should be introduced where possible and their functions explained.

· An explanation of safe working systems and any particular hazards associated with the work activity, together with the need to follow safe working practices at all times.

· An explanation of the avoidance of Moving and Handling activities where practicable, with demonstrable safe lifting techniques advised, where applicable.

· The importance of good housekeeping and of why the work area should always be kept tidy and clean.

· The identification of any prohibited areas which are out of bounds and an explanation of why.

· The identification and explanation of any medical devices, machinery and or equipment (including office equipment) that is prohibited from use until training is undertaken.

· Communication of what dangerous substances are in use, (if any) within the workplace, any storage arrangements and safety precautions, with particular emphasis on Control of Substances Hazardous to Health (COSHH).

· If required, an explanation of why and how any Personal Protective Equipment is to be worn.

· The Young Person must be shown the location of welfare facilities e.g. toilets and washing facilities etc.

· An explanation of the arrangements for the provision of first aid and the location and identity of first aid practitioners and any facilities e.g. first aid box etc.

· Highlight the need to report all accidents and or incidents even if they are deemed to be non-significant with an explanation of the Incident Reporting Procedure.

· An explanation and where possible practice of emergency procedures, including fire and risk of violence.

Placement Timetable

Having a plan for the placement period will help you to prepare for the placement and ensure that the pupil has a clear idea of what is going to happen, when and where they should be at different times during the placement. 

A sample template is provided in Appendix C. 

CONFIDENTIALITY OF PERSONAL HEALTH INFORMATION

CODE OF PRACTICE

Patients must be confident that NHS Greater Glasgow & Clyde staff ensure the confidentiality and security of patient information and health records at all times.

A patient has the right to expect that information given by them in confidence will not be used for any purpose other than health care.

The Code of Practice applies to all employees of the Scottish Health Service, including pupils obtaining practical work experience in the Health Service.

This Code of Practice should be read in conjunction with NHS Greater Glasgow & Clyde’s Information and Security Policy and with the Policy on Personal use of Social Media.

Placement Supervisors are responsible for explaining the code and local implications to the work experience pupil.
· The patient’s consent must be gained before a work experience participant can be involved in any aspect of the patient’s care.

· All patient information, whether written or electronic is confidential and work experience participants should not have access to this information.

· Work experience applicants should not disclose any information on a patient, which they may have witnessed as part of their working day, to anyone – either verbally or written, in person or by telephone.

· The use of mobile phones is restricted within healthcare settings. The taking of photographs is expressly forbidden.

	Placement Supervisor’s Signature:
	I have read and understand the above Code:
…………………………………………………….

	Pupil’s Signature:
	I have read and understand the above Code:
……………………………………………………

	Date:
	…………………………………………………….
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Risk Assessment Form 

Use this form for any detailed risk assessment unless a specific form is provided. Refer to your Summary of Hazards and Risks and complete forms as required, including those that are adequately controlled but could be serious in the absence of active management. The Action Plan and reply section is to help you pursue those requiring action.

	Name of Assessor: 
	Generic Assessment for Guidance only
	Post Held:
	

	Department:
	
	Date:
	

	Subject of Assessment: E.g.: hazard, task, equipment, location, people


	Workplace tasks and environment: Fire, Slips Trips and Falls, Moving and Handling, Equipment, Display Screen Equipment (DSE), Violence, Infection, Harmful Substances Confidentiality

Mentor or supervisor must add any known local hazards or identified risks within their respective areas



	Hazards (Describe the harmful agent(s) and the adverse consequences they could cause)


	To be completed locally by Mentor or Placement Supervisor



	Description of Risk

Describe the work that causes exposure to the hazard, and the relevant circumstances. Who is at risk? Highlight significant factors: what makes the risk more or less serious – e.g.: the time taken, how often the work is done, who does it, the work environment, anything else relevant.


	To be completed locally by Mentor or Placement Supervisor




	Existing Precautions

Summarise current controls In place.


	Describe how they might fail to prevent adverse outcomes.



	Workplace

· All tasks are undertaken in accordance with statutory requirements and NHS Greater Glasgow and Clyde policy.
· All areas will have a local up to date NHS Greater Glasgow and Clyde Health and Safety Management Manual.

Induction

· Young Persons will receive local induction training before commencement of placement.

· Young Person will have named mentor during the placement.

· Young Person will be advised that they have a responsibility to ensure the safety and well being of themselves and others and must at all times follow instruction from their Mentor and adhere to NHS Greater Glasgow and Clyde Policy.

· Young Persons will receive continued adequate information, instruction and supervision in relation to tasks being undertaken.

· Competent supervision will be available at all times during the placement ensuring so far as is practicable that Young Persons are not exposed to known risk e.g. hazardous substances.
· COSHH assessments will be in place detailing any risk and suitable control measures required including Personal Protective Equipment (PPE).
· Reference will be made to any risk assessments before allowing Young Persons to handle or use any articles or substance.

Fire Safety procedures will be in place, Young Person will at induction be advised of local procedures in the event of any fire incident.

Adverse Incidents

· Young Person will at induction be advised of the Incident Management Policy and Procedure

Slips Trips and Falls

· Young Persons are instructed to take extreme care to avoid particular conditions where areas are being cleaned or wet processes are being used, in such instances local control measures e.g. Slippage Policy, PPE will be in place. 

· Good housekeeping should maintain clear work areas and should include procedures for safe storage of goods and materials, safe management of cables and wiring.

· Floors and staircases should be in a good state of repair, well maintained, with clear passageways, corridors and staircases

· Adequate external and internal lighting is provided and maintained

· Procedure for ensuring safe access and egress during periods of inclement weather conditions e.g. snow rain etc will be in place.

Moving and Handling

Young Person will be advised on induction of any known moving and handling risk associated with their identified task, Young Person will be instructed not to place themselves or others at risk by undertaking tasks they have not been assessed on, where control measures are in place e.g. lifting equipment Young Person will undertake training on its use.

Equipment

· Shredders Photo Copiers Guillotines, Printers etc,

· Young Persons advised on Induction that they must not use office equipment until they have received the appropriate training e.g.

Display Screen Equipment (DSE)
Young Persons will be advised during Induction of the risks and subsequent control measures in using display screen equipment.

Violence

Young person will not be placed in an area where there is an identified risk of violence.

Prevention and Control of Infection

Young Person will on induction be advised on any known infection risk within the work area and subsequent control measures in place e.g. hand-washing techniques, PPE etc. 


	· Health and Safety Management Manual not in place or requiring update.

· Staffing levels within work placement area.
· Systems or equipment failures within workplace area.
· Failure by Young Person to follow procedure, guidance or policy due to lack of maturity or supervision.
· Young Persons lack of physical development or maturity at time of placement.

· Young Persons inexperience of workplace at time of placement.
· Young Persons lack of awareness of workplace hazards.



Level of Risk - Is the control of this risk adequate? 

Give more than one risk level if the assessment covers a range of circumstances. You can use the ‘matrix’ to show how ‘likelihood’ and ‘consequences’ combine to give a conclusion. Also, be critical of existing measures: if you can think how they might fail, or how they could be improved, these are indications of a red or orange risk.  
Risk Matrix

	Likelihood
	
	Impact and Consequences
	

	
	Negligible
	Minor 
	Moderate 
	Major 
	Extreme 

	Almost Certain
	Medium
	High
	High
	V High
	V High

	Likely
	Medium
	Medium
	High
	High
	V High

	Possible
	Low
	Medium
	Medium
	High
	High

	Unlikely
	Low
	Medium
	Medium
	Medium
	High

	Rare
	Low
	Low
	Low
	Medium
	Medium



              Very High                          High                           Medium                      Low


Current risk level

Given the current precautions, and how effective and reliable they are, what is the current level of risk? Green is the target – you have thought it through critically and you have no serious worries. Devise ways of making the risk green wherever you can. Yellow is acceptable but with some reservations. You can achieve these levels by reducing the inherent risk and or by effective and reliable precautions.
High (Orange) or Very High (Red) risks are unacceptable and must be acted on: use the Action Plan section to summarise and communicate the problems and actions required.
Action Plan (if risk level is High (Orange) or Very High (Red)
Use this part of the form for risks that require action.  Use it to communicate with your Line Manager or Risk Co-ordinator or others if required.  If using a copy of this form to notify others, they should reply on the form and return to you.  Check that you do receive replies.

Describe the measures required to make the work safe.  Include hardware – engineering controls, and procedures.  Say what you intend to change.  If proposed actions are out with your remit, identify them on the plan below but do not say who or by when; leave this to the manager with the authority to decide this and allocate the resources required.

	Proposed actions to control the problem

List the actions required. If action by others is required, you must send them a copy
	By Whom
	Start date
	Action due date

	To be completed where identified by Mentor or Placement Supervisor

	
	
	


Action by Others Required - Complete as appropriate: (please tick or enter YES, name and date where appropriate)

	Report up management chain for action
	

	Report to Estates for action
	

	Contact advisers or specialists 
	

	Alert your staff to problem, new working practice, interim solutions, etc
	


Reply

If you receive this form as a manager from someone in your department, you must decide how the risk is to be managed.  Update the action plan and reply with a copy to others who need to know.  If appropriate, you should note additions to the Directorate and Service Risk Register.

If you receive this as an adviser or other specialist, reply to the sender and investigate further as required.

	Assessment completed - date:
	
	Review date:  
	


Appendix B


Work Experience Induction Checklist
(for completion by Placement Supervisor)
Placement Attendee Name: 


Date(s) of Work Experience: 

	1.
	Discuss content of confirmation letter

	 FORMCHECKBOX 


	2.
	Agreement on hours of work

	 FORMCHECKBOX 


	3.
	Department contact

	 FORMCHECKBOX 


	4.
	Department Welcome
	

	
	Breaks and toilets
	 FORMCHECKBOX 


	
	Introduction to manager and head of department
	 FORMCHECKBOX 


	
	Explain the function of the department
	 FORMCHECKBOX 


	
	Guided tour of the department and introduction to staff
	 FORMCHECKBOX 


	
	Staff room or canteen

	 FORMCHECKBOX 


	5.
	Clothing (explicit instructions regarding appropriate clothing, jewellery including ear-rings)


	 FORMCHECKBOX 


	6.
	Confidentiality

	 FORMCHECKBOX 


	7.
	Fire procedures and fire safety
	

	
	Fire exit points, fire doors, alarms, extinguishers
	 FORMCHECKBOX 


	
	Raising the alarm
	 FORMCHECKBOX 


	
	Assembly points
	 FORMCHECKBOX 


	
	Fire drills

	 FORMCHECKBOX 


	8.
	Health & Safety and Risk Assessment
	

	
	Accident and Incident reporting
	 FORMCHECKBOX 


	
	Moving and Handling
	 FORMCHECKBOX 


	
	First Aid boxes and First Aid Officers
	 FORMCHECKBOX 


	
	Personal Protective Equipment e.g. gloves, apron, hard hat, sensible footwear
	 FORMCHECKBOX 


	
	Awareness of dangerous equipment, including sharps
	 FORMCHECKBOX 


	
	Food Hygiene
	 FORMCHECKBOX 


	
	Control of Substances Hazardous to Health (COSHH)
	 FORMCHECKBOX 


	
	Personal Safety and Lone Working


	 FORMCHECKBOX 


	9.
	Hand Washing Procedure


	 FORMCHECKBOX 


	10.
	Restricted use of mobile phones and music players


	 FORMCHECKBOX 


	11.
	Provide ID badge (return at end of placement)
	 FORMCHECKBOX 



Placement Attendee Signature:

……………………………………………………............
Placement Supervisor Signature:
………………………………………………………
Date:
…………………………
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Work Experience
Evaluation Form
Appendix C
Work Experience Programme Template  

Placement Supervisor 
Name:


 


Designation:
Report to (on Day 1)
Ward or Department (location):




 
Time:
	
	AM
	PM

	
	Start time:

Finish time:

· Supervisor, name and designation

· Name, location and function of department

· Local orientation
· Introductory information session


	Start time:

Finish time:



Notes
1. Identification of the Placement Supervisor (or lead Placement Supervisor – as appropriate) for this episode of Work Experience. In some cases the pupil will visit several areas during the placement.

2. Identification start time for the first day of the placement.

3. Some pupils will spend the entire placement in the same ward or department, others will not. Each day (part day) should be completed as appropriate.

4. Generally start times are between 9.00am and 10.00am – will be influenced by the nature of the service. It is expected that school pupils will generally report for placement within the hours of the normal school day. Finish time will therefore be between 3.00pm and 4.00pm.

5. If this is delegated then new Placement Supervisor must be clearly identified. If the programme incorporates several placement areas or different supervisors (rotas, specialties) then the appropriate Placement Supervisor must be identified in each case.

6. If the programme incorporates several placement areas these must be identified in each case. The relevant risk assessments should also be in place.
7. Please refer to Induction Checklist (Appendix B).

8. Induction should be followed by a short discussion on the following:

a. Range of duties

b. Communication processes within the ward or department

c. Introduction to NHS Greater Glasgow and Clyde

d. Introduction to the service provided by the ward or department

e. Understanding the patient’s experience in relation to the ward or department
Appendix A





Emergency Contact Details





Name: 	





Telephone Number: 	





Address:





Comments for Record:
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