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WORK PLACEMENT POLICY

Introduction

Work placement activities are central to the Sparsholt College Group (“the College”)
curriculum and play a key role in the development of students’ practical, technical and
employability skills directly relevant to their vocational course. This Policy applies to
all learners of the College who undertake a period of paid or voluntary/unpaid work in a
relevant workplace as an assessed part of their programme of study.

The College has a curriculum in which work placement is featured across a large
proportion of both Further and Higher Education programmes. Learners undertake
placements across a range of industries in many different sectors, with varying
activities. While most take place within Hampshire, a proportion occur nationally and
overseas.

Types of Work Placement

Work placements endorsed by the College will normally relate to two types of activity —
‘work experience’ and ‘industry work placements’.

Work Experience activity is linked directly to vocational and technical study
programmes undertaken by learners and is used as part of assessed evidence'
towards their qualification. Typically, work experience can last between 1-4 weeks in
the academic year and is undertaken largely during term time. Additional College-
based duties and practical sessions are undertaken to complement work experience.

Industry Work Placements are an extended version of work experience and are
predominantly focused at Level 3 learners in line with the Government’s T- Level
provision. This work placement activity will last for the duration of the course content,
normally on a 1-day a week basis timetabled in alongside the learner's taught
sessions. There is additional opportunity to complete activity outside of the college
week and term time including block placement time where this is available with the
placement host. As Industry Work Placements are longer than traditional work
experience endorsed by the College, this should realise significant benefits for
learners in terms of developing skills they need over a longer period of time to
progress in their chosen occupational area.

Principles and Practices

The purpose of this policy is to ensure that the College promotes work placement
activity as an integral part of the curriculum, and an essential tool for students to inform
career pathways and progression into employment. Inherent in the policy is the
commitment from the College to support students in selecting an appropriate
placement and meeting the College’s obligations regarding relevant risk assessment

1 The T Level and Foundation T Level in Education & Childcare are also formally assessed as part of the qualification
framework
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of placements, including insurance requirements.The College shall, in accordance
with its Health and Safety policy, take all reasonable steps to secure the health and
safety of learners undertaking work placements.

Access to work placements for learners with any disability is actively promoted by the
College, who will work with providers to ensure that appropriate adjustments are made
to facilitate this. Additional risk assessments will also be undertaken as required.

All placements will undergo a checking process relevant to the age and course level of
the learner, considering the activities to be undertaken on placement. This process is
to ensure that the placement is of high quality, that it has appropriate risk assessment,
insurance provision and safeguarding measures in place and that the placement can
provide activities that stretch and challenge learners in relation to their programme of
study.

All UK placement providers will have to provide evidence of Employers and Public
Liability insurance, and where learners travel in company vehicles as part of their
placement, evidence of Motor Vehicle insurance will be required as appropriate.

Disclosure and Barring Service (DBS) checks may have to be completed by some
learners before placements can begin, e.g., Health and Social Care, Child Care and
Sports learners. In addition, in line with Department for Education guidance?, it is
expected practice to request a DBS check for relevant placement staff “where students
are...likely to be alone regularly with the adult as part of their placement...”.

Overseas placements are considered for students 18 years of age and over where these
will realise significant benefits to a learner's study and progression and will not impact
planned study sessions. The college will seek to ensure any overseas placements are
safe and in-line with the relevant health and safety standards required. If this cannot be
verified through appropriate evidence, the college may not be able to sanction that work
placement.

All placement activity is subject to College staff approval. Learners who have not reached
the age of 18 years are considered more vulnerable and at risk of injury in the
workplace. Placement activities are discussed with each placement provider to ensure
tasks are appropriate to the age, competence and safety of each learner and meets
requirements of the Management of Health and Safety at Work Regulations (1999).

It is expected that learners, regardless of age, will not be transported alone in employer
vehicles with only one member of staff. In any cases where itis thought necessary for a
learner to travel alone in an employer’s vehicle, this should be considered by the
College’s Designated Safeguarding Lead to consider appropriateness and risk
mitigation where travel with the employer is thought to be absolutely necessary.

Higher Education students will be responsible for liaising with the workplace provider
prior to commencement, to ensure agreement about objectives to be achieved during
placement, to comply with the QAA UK Quality Code for Higher Education chapter

2 T-Level Industry Placements: Delivery Guidance; July 2020; Department for Education; Page 29; Employer Disclosure and
Barring Service (DBS)
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B10.
Responsibilities
The College

The College has a duty under the Health and Safety at Work Act 1974 to ensure, as
far as is reasonably practicable, that learners, employees or visitors are not exposed to
risks to their health and safety arising out of College activities. This will include the
provision of robust and auditable systems to ensure work placement takes place in
appropriate work environments and meets both awarding and governing body
requirements. The College has a responsibility to ensure that any staff involved in
the management or administration of placements have appropriate training and are
competent in undertaking their responsibilities in the process, including when monitoring
placements with both phone and onsite visits.

Placement providers

Learners on placement are employees of the placement provider under the terms of
either a contract of employment or the Training for Employment Regulations 1990 and,
as such, are owed a duty of care. The employer (placement provider) must ensure so
far as is reasonably practicable the health, safety and welfare at work of the learner.
This includes assessing the risks to which the learner on placement is exposed at work
and providing training, instruction and supervision. These are particularly important
aspects given the youth and inexperience of many of the learners on placement. The
primary responsibility for meeting statutory Health & Safety requirements within a
placement remains with the employer (placement provider).

Examples of Key Actions that employers need to comply with:

» Deal with any issues involving the student promptly and fairly, and share this with
the College where it is deemed significant to their wellbeing or work placement
progress

* Maintain frequent communication with the College including timely communication
with non-attendance to comply with safeguarding responsibilities

. Notify the College of any incidents/ accidents that involve the student or could
impact them while on placement

* In case of serious accidents or disciplinary breaches by the student, to co-operate
with the College and enforcing authorities to complete any investigations needed

Students

Students on placement have the same Health & Safety responsibilities as any other
employees in the workplace. They must take reasonable care for their own Health &
Safety and for the Health & Safety of other people who may be affected by their acts and
omissions. They must also cooperate with the placement provider in complying with the
placement provider’s legal duties. This policy should be read in conjunction with the
Work Placement Procedures document as well as other College policies, in particular
the Health and Safety Policy, Safeguarding Learners Policy, and the Curriculum
Delivery, Teaching & Learning, & Quality Improvement Policy.
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Examples of Key Actions that students need to comply with:
o Attending the work placement at the agreed times and days/dates

e Contacting their workplace supervisor/ mentor and College contact® as soon as
possible on the expected day of work placement if unable to attend, stating reason
and next expected attendance

e Adhering to all employer policies and practices as instructed (where it is safe to do
so) including health & safety, safeguarding and hygiene/ bio-security precautionary
measures

e Keeping their workplace supervisor/ mentor and College contact informed of any
changes, concerns, issues or incidents that arise in relation to your placement —
including any matter which is likely to affect the undertaking or completion of the
placement

¢ Notifying the College of any safeguarding issues or situations where they do not
feel safe

e Complete the employer’s induction programme and any important training they ask
you to do

e Report any accident or injury immediately and recording the details in the
accident/incident book

Related documents

Health & Safety Policies

Safeguarding Learners Policy

College Code of Practice 0522 — Industry Placements
College Code of Practice 0513 — Work Placements

3 Industry Placement Contact for T Levels/ Foundation T Levels/ Non-T Levels = IP Liaison Officer; Work Experience Contact = Curriculum
Course Tutor/Leader
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