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1. Statement of Intent 
 
1.1 This policy provides the basis for the College to ensure that appropriate 

support is provided to students who, as part of their course of study, are 
required to undertake placement employment with an external organisation.  It 
provides academic staff with appropriate guidance for the management of 
such placements, to ensure that the College is compliant with our legal 
obligations in the area of student placements. 

 
2. Responsibility 
 
2.1 It is the responsibility of the member of staff authorising the placement to 

ensure that the attached procedure is followed. 
 
3. Procedure 
 
4.1 The ‘Placement Health and Safety Checklist for Providers’ should be sent to 

the Provider in advance of the placement commencing, ensuring that the 
sender’s name and title are entered into the address at the bottom of the form 
and all sections are completed.  If any section of the questionnaire is not 
answered satisfactorily it must be brought to the attention of the Work 
Placement Co-ordinator. 

 
4.2 The ‘Checklist for Placement Tutors’ should be completed when visiting the 

student in the workplace.  This has been designed to be used by a person 
without health and safety training, and again any question which is not 
answered satisfactorily must be brought to the attention of the College Work 
Placement Co-ordinator. 

 





 
Flow Chart for Health and Safety of Placement Students 

 
 

                                                                                                                 
 

                                    
                 
 
                                                                                                                                     
                                                                                                                
                                                                                                                    

                                                                                                                                                      
 
                                                                                                                            
                                                                                                                   
 
                                                                                                                                                      
                                                                                                                     
 

                                                                                                                                                       
                                                                                                                      
 
                                                
                                                                                                                                                     
                        
                                                                                         
                                                

Checklist returned to 
placement organiser 

Concerns regarding 
answers? 

Placement approved 

Concerns discussed with Health & 
Safety Centre 

Student commences 
placement 

Visiting tutor carries out 
basic check of health and 

safety standards 

Visiting tutor is 
concerned? 

Concerns resolved? 

Concerns discussed 
with Health & Safety 

Centre 

Placement refused 

Placement terminated 

Placement continues 

Placement Found 

Yes 
No 

No 

Yes 

Concerns resolved? 
Yes 

No 

No 

Provider sent a letter of 
explanation and the safety 

checklist 

Yes 





 

 

Health and Safety Guidance Notes for Students on Placements 
 
1.1 Your placement company is required to provide you with the same duty of 

care as its other employees and you should also receive an induction at the 
beginning of your placement. 

 
1.2 It is important that, as part of your induction, you are informed of the 

emergency procedures, particularly where your nearest fire exit is and that it is 
unobstructed and not locked during working hours and what the fire 
evacuation procedures are. 

 
1.3 Ask to see the Health and Safety Policy Statement (if there are five or more 

employees there must be one available) and read it. 
 
1.4 If there are occasions when you work alone, there should be a system 

available for checking on your well-being at reasonable intervals. 
 
1.5 You must receive adequate, appropriate training to enable you to carry out 

your work safely. 
 
1.6 Where necessary, you must be issued with appropriate personal protective 

equipment and shown how to use it effectively. 
 
1.7 Find out where and how to report any accidents that may occur to you or your 

colleagues. 
 
1.8 Please remember that if you have concerns regarding health and safety do 

discuss them with your supervisor at work and your placement tutor.  Please 
feel free to College’s Health and Safety Centre for advice.  

 
1.9 You should be aware of your own responsibility under the Health and Safety at 

Work Act to behave responsibly.  You owe a duty of care to others and need 
to be proactive in your own health and safety. 

 
 
 
 
 
 
 
 
 
 
 
 




