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1. Introduction 
1.1 Work experience opportunities have been available in both the private and public sectors for many years. The opportunities and benefits of good placements to both employers and young people are widely recognised.  A number of those commonly cited by employers are:
· Greater awareness of job and career opportunities within the organisation

· Potential for recruiting school leavers into jobs

· Good public relations for the organisation and dispelling of stereotypes about the sector
· Heightened awareness for students of the importance of attendance and punctuality, leading to less problems in these areas when students start a real job

1.2 In particular the value of work experience opportunities in relation to recruitment is becoming increasingly recognised.  It is acknowledged that the NHS has experienced difficulties in recruiting in certain specialist and geographical areas.  Work experience can be a useful means of letting prospective employees (school pupils considering career choices or selecting university or college courses) trial working in the NHS.  These opportunities are not only for medical and nursing positions, but for a wide variety of other roles such as allied health professionals, healthcare support staff, administration, and support services.  For these reasons it is increasingly important for the NHS to make connections with local schools to ensure that young people are fully informed of potential career paths and job opportunities.

1.3 It is also important that as many service areas as possible support work experience placements in order that greater choice is made available to pupils and fewer are turned away. 
1.4 NHS Greater Glasgow and Clyde aims to ensure no person or employee receives less favourable treatment on the grounds of gender, disability, religion, age, race (including colour, nationality, ethnic or national origin), sexual orientation, marital or parental status or other attributes including beliefs or opinions, such as religious beliefs or political opinions. NHS Greater Glasgow and Clyde is committed to making equality and diversity part of everything it does.
2. Purpose
2.1 Ensuring both parties involved in work experience opportunities benefit from the experience is a key priority. In order for placements to be successful it is essential that the support of all stakeholders involved is gained. This requires a clear, effective and understood process which can be applied across the organisation. 

2.2 Historically, and prior to the creation of NHS Greater Glasgow and Clyde, work experience placements were organised locally. Consequently a range of different processes were in place and operational across the geographical area. Whilst these processes shared many aspects in common it became clear that with the formation of the new organisation a single, coherent, system-wide process was required. 
2.3 This document is designed to support Managers and Clinicians to arrange successful and beneficial work experience placements for school pupils, in their area, by setting out the process and identifying the underpinning principles.
3. Scope
3.1 This document relates only to the provision of work experience opportunities for school pupils in S4, S5 and S6. It is not intended to cover the work of clinical or other placements used as part of any vocational training leading to a qualification.
3.2 The policy and process detailed in this document applies to all clinical and non-clinical sites managed by NHS Greater Glasgow and Clyde and to all staff directly employed by the organisation.
3.3 A Supervisor’s Pack outlining the key responsibilities and providing the relevant documentation is also available and should be used in conjunction with this policy.
4. Roles and Responsibilities
4.1 NHS Greater Glasgow and Clyde and Placement Providers
4.1.1 NHS Greater Glasgow and Clyde fully supports the provision of work experience placements for school pupils. In order to do so safely and effectively the organisation must balance its responsibilities for confidentiality, health and safety, consent and the well-being of patients, with the desire to offer a useful experience to pupils.
4.1.2 The organisation will ensure that placements are provided on a fair and equitable basis by monitoring the process centrally via the Acute Services Learning & Education manager. This central co-ordination will be supplemented by local Learning & Education administrators who will deal with any issues which may arise during the placement where practicable.
4.1.3 The identified Learning & Education administrators will be the primary contact for placement providers. The Learning & Education service has established links with the relevant Local Authorities and will jointly monitor the work experience process.
4.1.4 Placement Supervisors and all staff responsible for patient care in areas where placements are offered must become familiar with these guidelines.

4.1.5 All staff should be aware of and responsive to current NHS Greater Glasgow and Clyde Equality & Diversity policies (i.e. have accessed relevant statutory and mandatory training).

4.1.6 Under no circumstances should any member of NHS Greater Glasgow and Clyde staff organise or accept any work experience placement without reference to the Learning & Education service. Failure to inform the Learning & Education service of such placements and comply with the checks and processes contained within this document will result in that placement not being covered by CNORIS (Clinical Negligence and Other Risks Indemnity Scheme).
4.1.7 Managers and Clinicians who agree to offer a placement are responsible for the student and will also be responsible for ensuring that a designated member of staff (Placement Supervisor) is identified. 
4.1.8 The Placement Supervisor is the main point of contact during the placement. The role includes:
· carrying out appropriate Induction

· ensuring that all Health and Safety, Risk Assessment for Young People at Work and Confidentiality procedures are in place 
· identifying a Deputy Supervisor and other staff members to support the placement
4.1.9 Young people should not be exposed to work that “involves a risk of accidents which they are unlikely to recognise because of, for example, their lack of experience, training or attention to safety”
. (The Management of Health and Safety at Work Regulations 1999)
4.1.10 A suitable programme of activity must be in place, for each pupil, prior to the start of the placement. A template to help wards and departments coordinate programme development and consider programme content can be found in the Supervisor’s Pack.

4.2 Local Authorities, Schools and Pupils
4.2.1 Work experience is part of the school curriculum for many 4th year pupils. The relevant Local Authority is central to the monitoring of placements for S4 pupils.
4.2.2 Schools will have appropriate processes in place in order to identify and screen appropriate pupils interested in healthcare placements. This may include access to the Work-IT database.
4.2.3 S5 and S6 pupils generally make contact directly with the service. All such queries should be forwarded to the local Learning & Education administrator as identified in the Supervisor’s Pack.

4.2.4 Pupils are made aware of the responsibilities entailed in a healthcare placement and are expected to behave accordingly.
5. Administration of Applications
5.1 General Comments

5.1.1 Schools utilise different processes to identify suitable pupils for work experience placements in healthcare settings. S4 pupils are additionally supported through the Work-IT Database. S5 and S6 pupils generally approach the service directly.
5.2 S4 Work Experience
5.2.1 This normally involves a 5-day period within a ward or department with the opportunity to observe and participate under supervision in the normal work of the area (please refer to Section 7 for further guidance).
5.2.2 NHS Greater Glasgow and Clyde will work with Local Authorities in planning the calendar of work experience placements.  All requests for placements will be processed by the local Learning & Education team member who will liaise with the relevant Local Authority throughout the process.
5.2.3 Where possible, managers and clinicians in potential placement areas will be contacted annually by the local Learning & Education team member and asked to notify availability and interest for the coming school year.  Ad-hoc enquiries received by wards, departments and the Learning & Education service will be referred to the relevant school Work-IT Database via their school co-ordinator.
5.2.4 The young person must submit an application form (available for the local Learning and Education administrator). Once the work experience placement has been arranged, written approval must be sent to the pupil, their school and to the relevant department by the Learning & Education service. 
5.2.5 Please note the following.


5.3 S5 and S6 Work Experience 
5.3.1 A limited number of work experience placements are available to 5th and 6th year pupils who have a keen interest, high motivation and are preparing to pursue a career in the Health Service.  For some professions this means that the pupil will be actively applying for a relevant College or University place. Evidence of meeting the relevant criteria will be required through the submission of an application form (available for the local Learning and Education administrator. These placements can vary from a ½ to five days. 
5.3.2 Please note the following.


6. Practical Considerations
6.1 Identification of suitable Placement Areas
6.1.1 Acute Services

The following areas have been deemed inappropriate for school pupils:
· Adult Emergency Departments (including maternity assessment units)
· Intensive Care and High Dependency Units (adult areas and including intrapartum areas)

· Labour Wards

· Mortuaries

· Scottish Meningococcus & Pneumococcus Reference Laboratory (SMPRL) 

· Brownlee Centre for Communicable Diseases

· Specialist Oncology Services

· Theatres – (no access to Obstetric, Gynaecology & Oncology theatres)

Other theatres – pupils must be a minimum of 15 years of age and demonstrate a clear interest to pursuing a medical or nursing career in their placement application.

This list is not exhaustive and additional areas may be identified.

6.1.2 Partnership Areas
Within Partnerships, the following areas have deemed it inappropriate to offer work experience placements to school pupils.

· Child and Adolescent Mental Health Services (CAMHS)

· Mental Health Forensic service

· Mental Health acute admission wards

· Prison Health Care

This list is not exhaustive and additional areas may be identified.

In exceptional circumstances (with the exception of Prison Health Care) Partnership Heads of Service (e.g. Head of Mental Health) may give consideration to individual, specific requests for these areas, e.g. where the application form demonstrates a clear intention to pursue a career in the speciality / profession.  In such instances, clear parameters and safeguards must be put in place.

Students’ placements within Partnerships must at all times work under the direct supervision of the Placement Supervisor.  The risk assessment must take into account the placement supervisors’ role where it involves,
· Visits to patients’ homes – Patient consent must be sought prior to the visit taking place. At no time should a pupil be left unsupervised e.g. left alone in the car or in another room in the patient’s home whilst the supervisor is carrying out care.
· Consultations which may involve sensitive enquiry or disclosure, e.g. a client experiencing or having experienced a form of Gender Based Violence.

· Intimate clinical assessments or treatments

6.1.3 The Learning & Education Manager for Acute Services will co-ordinate the process across NHS Greater Glasgow and Clyde and should be made aware of any local restrictions in order to advise pupils and schools accordingly. 
6.2 Respect for Patients and Pupils
6.2.1 The presence of a pupil in any area must be explained to staff and patients in advance of any interaction between the pupil and patients.

6.2.2 Where the pupil is likely to come in contact with patients, it must be made clear to the patient as soon as possible that they are entitled to decline to be observed by the pupil.

6.2.3 The Placement Supervisor should use discretion and also give the student the opportunity to be excused from observing patients and exclude them from any situation which is inappropriate.
6.2.4 The Placement Supervisor is responsible for assessing the likelihood of any of these scenarios and identifying an alternative for the pupil.

6.2.5 Advice on issues regarding beliefs and faith can be obtained from the Chaplaincy service. Information about Chaplaincy services can be found on StaffNet (Acute-Rehabilitation and Assessment-Chaplaincy).
6.3 Health & Safety for Young People at Work
6.3.1 The ward or department must have a suitable and sufficient risk assessment in place prior to the commencement of the placement. It is the intention that risk assessments for each job role be developed in conjunction with Health & Safety and Occupational Health. The Health & Safety Manager for the service should be contacted in the event of any concerns or queries regarding health and safety relating to pupils. The risk assessment needs to be reviewed at least every 12 months or more frequently if required e.g. implementation of new legislation or guidance or the introduction of new equipment.
6.3.2 In order to comply with the requirements of CNORIS (Clinical Negligence and Other Risks Indemnity Scheme), documentation regarding Health & Safety and Confidentiality must be completed and held by the Placement Supervisor at local level. These documents (including a sample risk assessment for guidance) can be found in the Supervisor’s Pack).
6.3.3 The pupil must be supervised at all times. This needs to be given additional consideration in community setting when a pupil may be accompanying the placement supervisor on a visit to a patient’s home.  Patient consent must be sought prior to the visit taking place. At no time should a pupil be left unsupervised e.g. left alone in the car or in another room in the patient’s home whilst the supervisor is carrying out care.
6.3.4 The Placement Supervisor will take full responsibility for the pupil while on placement and act as their supervisor. 
6.3.5 Please note that schools no-longer routinely provide the Bacillus Calmette-Guérin (BCG) vaccination. There should be no contact between pupils and any confirmed or suspected case of Tuberculosis.
6.3.6 Placement Supervisors should note that students under 18 years have restrictions placed on the areas they can work in under The Management of Health and Safety at Work Regulations, 1999: Provisions Relating to Young Persons. Restrictions also apply in relation to the Working Time Regulations (1999). Guidance on these restrictions can be found in the Supervisor’s Pack.. In addition Young Persons will generally fulfil placement requirements within the hours of the normal school day – 9.00am to 4.00pm.
6.3.7 The Learning & Education service should be contacted in the first instance to deal with any exceptional issues that may arise during a work experience placement.  Typically this would be on occasions where a pupil attends at the wrong location or the designated person has not met the pupil as previously agreed. 

6.4 Security
6.4.1 All pupils on a work placement experience will be issued with an identification badge by the Placement Supervisor. 
6.4.2 An identification badge (clearly identifying the young person as a Work Experience placee) must be provided by the Placement Supervisor. The identification badge must be worn at all times during the placement and returned to the Placement Supervisor at the end of the placement.
6.4.3 Pupils must wear appropriate school uniform. A pair of sturdy shoes is also advisable. The Placement Supervisor will confirm appropriate clothing at induction.
6.4.4 No jewellery, including ear-rings, should be worn and long hair must be tied back.
6.5 Confidentiality
6.5.1 Pupils must follow the NHS Guidelines on Confidentiality and the Policy on Personal use of Social Media. Pupils will be asked to sign a confidentiality agreement.  A copy is included in the Supervisor’s Pack.
6.5.2 The use of mobile phones is restricted within healthcare settings. The recording of images and sounds is expressly forbidden.

6.6 Insurance

6.6.1 Schools are normally covered for insurance purposes however NHS Greater Glasgow and Clyde is covered by the National Health Service (Clinical Negligence and Other Risks Indemnity Scheme) (Scotland) Regulations 2000 (CNORIS) providing indemnity in relation to Employer’s Liability, Public and Product Liability and Professional Indemnity type risks, which is sufficient for any school pupil who signs an offer letter and is in 4th, 5th or 6th year.

6.6.2 Departments or individuals that do not use the process contained within this document and do not inform the Learning & Education service of a placement opportunity provided to a pupil will not be covered by this Scheme.
6.7 Cancellation or Curtailment

6.7.1 If the placement is cancelled prior to commencement by the placement provider an alternative will be requested by the Learning & Education service. If none is available the pupil and school will be informed

6.7.2 If the placement commences but cannot continue, the Placement Supervisor should seek an alternative and inform the Learning & Education service. If no alternative is available the school will be informed by the Learning & Education service. The pupil must return to school
6.7.3 If the pupil does not wish to continue with the placement the school will be informed by the Learning & Education service. The pupil must return to school.
6.8 Pre-placement Health Questionnaire
6.8.1 Upon conditional confirmation of a placement the pupil is required to complete a pre-placement health questionnaire. This is coordinated by the local Learning and Education administrator.
6.9 Disclosure 

6.9.1 Disclosure Scotland has advised that no disclosure of school pupils is required as school pupils will be supervised at all times whilst on placement. In addition the format proposed for work placements in this document mirrors closely the pattern of attendance in the normal school week and is generally for a maximum of a school week.
6.9.2 It is expected, however, that schools will implement their own screening processes in relation to identifying suitable pupils for placements within the health service.
6.9.3 Should any other pattern of attendance out with these “normal hours”, or an extended placement period, be proposed the Learning & Education service should be consulted and appropriate checks can then be made with Disclosure Scotland.
7. Keeping a Log
7.1 Students will be encouraged to maintain a learning log during the placement. The purpose of this log is to consolidate learning and can be used when applying for jobs in the future. 
8. Evaluation of Placements
8.1 The organising ward or department should evaluate all placements. A Work Experience Evaluation Form (included in the Supervisor’s Pack) should be completed at the end of the placement by the pupil and Placement Supervisor.  This form is retained by the pupil for their portfolio.
8.2 A copy of the evaluation form should be forwarded, by the Placement Supervisor, to the local Learning & Education administrator.

9. Pro-active Management of Work the Experience Process
9.1 The diverse areas, services and specialist areas within NHS Greater Glasgow and Clyde also receive a wide range of requests for placements of varying duration from adults and tertiary education students throughout the year.

9.2 Whilst this flow is welcomed it can place heavy demands on services at busy times in the calendar.
9.3 Work is currently on-going to look at particular services which experience high numbers of requests for both adult, student and school pupil placements in order to enable the organisation to both co-ordinate these effectively and adopt a more pro-active approach.

9.4 The process outlined in this document which promotes a mainly annual contact with departments in relation to school placements will support this co-ordinated approach being developed.
10. Review
10.1 This policy will be reviewed one year from its effective date.
End



This document is available in other formats and languages. Please contact the local Learning & Education administrator for guidance.








Occasionally a member of NHS Greater Glasgow and Clyde staff will approach the Learning & Education service with a request to place a pupil in an area. In these instances the staff member will be advised of the process, associated documentation and the need for placement details to be recorded and added to the Work-IT Database.





However, departments that support these placements will be expected to also accept applicants under the overall NHS Greater Glasgow and Clyde placements process in subsequent years.





This will assist with the organisation’s objective of supporting “equality of access” to all learning opportunities.








Occasionally a member of NHS Greater Glasgow and Clyde staff will approach the Learning & Education service with a request to place a pupil in an area. In these instances the staff member will be advised of the process and associated documentation.





However, departments that support these placements will be expected to also accept applicants under the overall NHS Greater Glasgow and Clyde placements process in subsequent years.





This will assist with the organisation’s objective of supporting “equality of access” to all learning opportunities.











� � HYPERLINK "http://www.hse.gov.uk/youngpeople/risks/index.htm#ywd" ��http://www.hse.gov.uk/youngpeople/risks/index.htm#ywd�








26
13
Version 1.6

