LATCH Guidelines for Work Experience
Students and Trainees (2 of 2)
What is Work Experience?
Work Experience ‘is a limited number of time that an individual spends with an employer during which they have an opportunity to learn about working life and the work environment.’  These guidelines provide information regarding LATCH’s responsibilities and management of people on work experience particulary those who are 15 – 16 years old.
A.  Schools:  LATCH is a provider of work experience for schools in the locality. The provision is aimed at young people in Years 10 and 11 who are interested in learning skills in the construction trades.  
Referral Route:  Schools work placement officer:  usually a teacher looking for an opportunity for their students who are in their final year.

Education Bradford (Education Leeds):  Contracted by the local authority to oversee the duty of care that an employer has towards a placement.  They may the first point of contact for a referral.

Self Referral: Students below 18 years of age may ask for work experience.  However, they will not be accepted by LATCH unless they are referred to us through their school, college, youth group or Education Bradford.
B.  Universities, colleges and agency (PATH) placements can also undertake work experience with LATCH as part of their training, for example, Housing, Construction Work, Support work and Social Work, Administration, Computer work etc.
Referral Route:  Universities and Colleges: A tutor may contact LATCH to request an adult placement for a specific period of time. LATCH may receive payment in exchange for work based tutoring.  

LATCH is not an accredited training provider, work experience through this route is likely to be a training requirement for a specific course such as Social Work. 

Agencies: PATH trainees can be accepted for work experience and training by LATCH for 12 months. This is a contractual agreement whereby both LATCH and PATH contribute towards the salary of the trainee.  The trainee will be regarded as an employee but their contract and some conditions of the traineeship will remain with PATH.  They will be trained up and expected to fulfil the duties and responsibilities of a full time paid worker.
1.
Work Experience
Students should be:

· be given real tasks to do to give them an idea of the work that is carried out

· learn how the company is organised;
· provided with a programme of tasks or activities;
· provided with an induction, particularly with regard to health and safety and equal opportunities;
· complete Work Experience Log book in which they can record their progress

· provided with feedback on their progress from their supervisor.

1.1 Arrangements to start WE.
Each school will have it’s own work placement co-ordinator or teacher who is responsible for the briefing of students before the placement begins.

Teachers should send a student profile to LATCH outlining any learning requirements.  Once LATCH is willing to accept a placement, the students should attend an interview or pre-placement visit.  School teachers will generally make arrangements for Education Bradford to visit LATCH to ensure that Health and Safety and Risk Assessment procedures are in place.

LATCH will not accept any placement under the age of 16, however students who are approaching 16 and have been assessed by the school and administering authority  (Education Bradford) may be accepted as appropriate.

(Refer to The Education Act 1966)
1.2
Risk Assessment 

LATCH should inform students of their main duties and tasks, the type of work, any specific risks and their control measures.  Students should be reminded of these responsibilities throughout the duration of their placement.
If there are any issues our queries around this, the students work experience teacher or co-ordinator should be contacted.

Information about the student should be shared sensitively, appropriatelly and legally to ensure a productive and safe work environment.

1.3
Health and Safety

Students will be informed of their health and safety responsibilities during induction.  
The Health and Safety Training for Employment Regulations 1990 give all school students the same protection and duties as employees under the Health and Safety at Work Act 1974.  

Whilst teachers have a general duty of care whilst their students are on placement, the main responsibility for the Health and Safety of the student lies with LATCH.

First Aid, Fire, and Accident Reporting must be explained to the student by the employer.  Similarly any hazards associated with the work area must be explained.

1.4
Insurance


LATCH will ensure that all students on work experience are covered by both Employers Liability and Public Liability.  Students will be covered by LATCH’s vehicle insurance policy.
1.5      Hours of Work:  The number and pattern of hours should be agreed prior to the           student starting work.  Usually a school students hours are 9.30 to 4 pm. Students are not allowed to work unsociable hours.
1.6      Lunch and Breaks:  If a student leaves LATCH during lunch or break 
            LATCH  will not accept liability for any incident that occurs. 

1.7      AWOL:  If a student leaves the work environment without permission and fails 

            to return, the work placement teacher should be informed immediately.  

1.8      Re-imbursements: Work experience students are not necessarily entitled to 
           any re-imbursements, however LATCH will pay discretionary out of pocket        expenses.
1.9 Unsuitability 

If a student is deemed unsuitable or fails to co-operate with LATCH during their placement their work experience will be terminated and the work placement 

co-ordinator informed.

Unsuitability may be taken within the context of the following:

· Failure to attend on a regular basis as agreed with the placement organisor

· Rude, innappropriate or unnacceptable behaviour which contravenes LATCH statement on Equal Opportunities

· General malaise, poor motivation and lack of interest in the work place

· Inability to work as part of a team

· Unsuitability of the placement to the students needs
· Health grounds
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Education Bradford  Prohibitions, risks and controls for school placements

1. Manual Handling
Training should be given.  No heavy or awkward loads.

2. Working at Heights 


Prohibited at heights of more than 2mtrs

3. Working with Power tools

Prohibited
4. Outdoor work



Must wear appropriate clothing
5. Work in confined spaces


Prohibited
6. Use of Hand Tools


Training and supevision needed

7. Use of PPE




To be provided and used where needed

8. Use of COSHH



Generally prohibited.  Gloves must be worn






If using abrasives or cleaning fluid

School placements MUST wear PPE when this is provided.  



· Masks must be worn in dusty environments

· Gloves must be worn when moving hazardous objects such as full bin bags, digging or using cleaning materials.
· Barrier creams must be made available to protect skin

· Ear defenders must be worn in noisy environments

· Goggles must be worn where there is any risk of injury to the eyes

· Strong, comfortable shoes should be worn

· Steel toe-capped boots must be worn on derelict sites

· Hard hats must be worn on all major refurbishment projects

· Casual clothes should be worn and overall used if these are needed.

· First Aid kits MUST be on site at all times

· ALL injuries no matter how small must be recorded in the accidents book
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