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1. Overview

Under health and safety law, students on work placement are to be treated as employees of
the placement provider. As such, the placement provider has primary responsibility for the
health and safety of the student whilst on the placement and should be managing any
significantrisks.

This guidanceis aimed at students who are about to undertake a placement atalocation thatis
notunderuniversity control. ltaims to explainthe general health and safety arrangements
whichastudentshould expecttoseewhilstontheirplacement.

2. Definitions

None apply.

3. Rolesand Responsibilities

3.1. Yoursupervisor
Your placement supervisor should provide you with information on the safe
working arrangements that apply to the work you are undertaking.

They should do this by giving you an induction when you start your work
placement. The induction should include health and safety issues, such as:

e Fullinformation onthe employer’s health and safety policy, including
your responsibilities as an employee and the procedures you should
follow.

e Any particular risk associated with the work you will be doing.

e Advice on whetherany personal protective equipment (PPE) is required,
how to access it and any associated training.

e The welfare facilities available to you

e Anyrestrictions that apply to your activities or the location at which you will
be working.

e Arrangementsforlone work, ifapplicable. Ifthere are no written
procedures, the supervisor should verbally explain them.

e Information onthe action to be taken in the event of an emergency or
injury.

e Ifthere are no written procedures, the supervisor should verbally explain the
arrangements.

3.2. Students
Whilst on placement, you must follow the safe working arrangements putin place
by your employer.

You must also report any accidents or incidents, both to your employer and to the
University.

The link to the Universities incident reporting tool can be found here: Accident/Incident

Reporting and Investigation | Health & Safety | University of Greenwich
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4, Guidance

Yoursupervisorshould explainthe arrangements specific toyourworkplace. The below is
provided as general guidance to supportthis.

4.1, Electricity
Whenusingelectricalequipment make sure thatyou:

= Understand any particularinstructionsforusingthe equipment.

= Always switch off at the mains before connecting or disconnecting any electrical
appliance

= Donotuseandreportanydamaged electricalequipment, cables orextension leads.

4.2, Fire

Duetothevarietyof workwhichis conducted andthetype and layout of buildings inwhich
students maybeonaplacement,itisnotpossibletoproduce asetofdetailedinstructions that
covereveryemergencysituationwhich mayarise. Eachemployershould have emergency
instructions relating to their premises and every building should have notices displayed setting
outthe proceduretofollowin case offire.

Ifyou needto contactthe emergencyservicesbytelephonethefollowinginformation should be
provided:

= Whoareyou?

=  Whereyouare-the locationandtelephone number.

= Thenatureoftheemergencyandwhatservices arerequired-Fire, Ambulance,and/or
Police.

= Exactlocation of wherethe assistanceis required.

Thelocation oftheincidentshould be clearly defined; ‘the workshop’ willnotmean anythingto
theemergencyservices controller. Usethe correctname of the street/road and buildingname
/number. Also provide the postalcodeifknown

4.2.1. FirePrecautions

Mostfires canbe prevented by following routine precautions, some of which are setout below.
When afireoccurs, the principalhazardto peopleisthe smoke andfumes generated, most
deaths fromfire are due to asphyxia by smoke.

Doorsindead-end corridors, doors leading onto stairwells and doors leading to/from high fire
riskareas suchasworkshops andlaboratories arefire doors, these doors are designed to
minimise the spread of fire and smoke, allowing the remaining corridors and stairs to be usedfor
evacuatingthe building. Walls of corridors have a specified fire resistance sothat the firecanbe
containedinalimited section ofthe building.

Smoke detectors and break-glass call points must notbe interfered with or obstructed by
stackedfurniture, boxes are equipment. Accesstobreak-glasscallpoints mustbe
maintained at all times.
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4.2.2. Means of Escape

Corridors, stairways, and fire exits mustnotbe obstructed; they mustbe keptfree of combustible
materialandfire doors keptclosed. Make sure thatallfire exits are unobstructed sothatthey
areimmediately availableforuseinanemergency.

4.2.3. Fire Extinguishers

Do not attempt to use an extinguisher unless you have received appropriate instructionand
trainingandifitis safetodo so.

Goodjudgmentandtrainingis essentialindecidingthe lengthstowhichfirst-aidfire- fightingis
pursued, always erron caution. Portable fire-fightingequipmentis notdesigned to cope with
extensive fires, anditisimportantthatfirst-aid fire-fighting should cease and the location
shouldbe evacuatedassoonastheeffectsoffirethreatenthe means of escape; the building
structure orotherwise indicate thatitis out of control.

=  Beforeattemptingtofightafire alwaysensurethealarmhasbeenraised and your
meansofescaperemains clear, shouldthefire escalate outofcontrol.

= Youshouldbecertainofthe correctfire extinguisherto use and have received
instructioninitsuse. Inalaboratorysituation orattemptingto extinguishaburning
liquid, usingthewrongtype ofextinguishercanturnaminorincidentintoamajor
disaster.

= Carbon dioxide extinguishers should be used with care. They can reduce the oxygen
content of the atmosphere in a confined space to a dangerously low level and cause
frostburnsif held wrongly.

= Whenever fire-fighting equipment has been used an immediate report should be made to
the supervisor sothatthe equipment maybe recharged orreplaced.

4,2.4. FireDoors

Fire doors may be installed throughout buildings so as to preventfire, smoke and hottoxic gases
circulatingalongroutestosafety. These doorswillhave ‘Fire Door’ signs attached; they must
notbewedged orpropped open. They mustbe keptclosed atalltimes after access and egress
has been affected.

4,2.5. Firelnstructions

Fire actioninstructions should be contained inthe Emergency Procedures documentfor the
organisation. Theyshould alsobedisplayedonnoticesinallbuildings. These instructions
shouldindicate the actiontotake inthe eventofafire alarmordiscoveringa fire.

Firealarmsshouldbe assessedweeklyatthe sametimeandday. Alarmsoutside ofthis
regulartestingmustbe treated as agenuine fire and the building should be evacuated, do not
waitto betoldtoevacuate by afirewarden/marshal. Onleavingthe building proceedto the
designated ‘fireassembly point’to help ensure thatthe premises have been properly
evacuated.

Buildings mustnotbe re-enteredfollowing afire evacuation untilinstructions to do so have been
givenbythe personincharge, thismaybe afire officerorthe personincharge of the assembly
point.
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4.3, Hazardous Substances

Youcantellasubstanceishazardous,ifitdisplaysared andwhite warning symbolonits label
or packaging. Some examples are shown below:

SO

Toxic/danger Warning Long-tenm Danger to Corrosive

health hazard & nment

When using orworking with hazardous substances:

=  Followanyinstructions given byyouremployer.

= Readtheproceduresandprecautionsforusingasubstance.

= Readanyhazard warning signs and the instructions onthe containers.

» Findoutwhatyouneedtodoifthereisaspillage orcontactwithskin, eyes,fumesorifitis
ingested.

= Donottransferanysubstanceinto unlabeled orwrongly labelled containers.

= \Wearany personal protective equipmentrequired.

4.4, Liftingand Carrying
Injuries fromliftingand carrying can be painfuland debilitating.
Always use any equipment provided such as trolleys provided to move material. Take care to:

= Onlyliftand carrywhatyou can easily manage.

= Makesureyoucanseewhereyouare going.

= Obtainassistancewith anythingthat maybe too heavy orawkward to manage on your own.
= [findoubt,do notdoit—askforhelp.

4.5. Noise

Noise cancause damagetohearing, reduce efficiency ormerely cause annoyance.
Continuous exposure to excessive noise levels can produce deafness. Impairmentto
hearingmay pass unrecognized foralong period oftime due to the chronic (long-term) nature
ofthe effect. Damageto hearingcanalsoresultfromasuddenviolentsound such asaloud
explosionwhichcancausetherupture ofaneardrum. Foradvice onnoise problemsatwork
youshould consultthe Organizations’ Health and Safety Officer.

4.6. WorkingOutside of NormalHours

Many organisations have rules regarding working outside normalhours.

Formanyoffices, 08:00 hrs.to 18:00 hrs. Mondayto Fridayare considered normalhours. Any
hours outside of this, including Saturday, Sunday, Bank Holidays and other official holidays,
areusuallyregarded as outside of normal hours.
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Someone fromthe managementteam atyourworkplace should give you theirexplicit authority
beforeyoubeginworking outside of normalhours. Eveniftrainedtodoso, it should be
forbiddento perform operations deemed hazardous by the employer, ortheir nominee, unless
someotherpersoniswithincallingdistance. There shouldbe an‘Out-of-Hours’ and/or‘Lone
Working’ procedure(s)forthis type ofwork.

Thisrestrictionshould also applyto conductinganyexperimentalwork, exceptwhere
permissionis given for certaintypes of experimentand prior permission has been given by the
Head ofthe Section ortheirnomineeforthe particularworkinvolved.

5. Further information

5.1. Related HSE Guidance:

Furthergeneralguidanceonemployersand employeesdutiescanbefound onHealthand
Safety Executive (HSE)web pages; https://www.hse.gov.uk/simple-health-
safety/index.htm

5.2. Related Universitydocuments:

e HSS/HS/031-Inductionchecklistforstudentplacements

6. DocumentHistory

Details of previous reviews are as follows:

ReviewDate | Reviewer Summary of Review
2023 Central H&S Unit Annualreviews —no changes made.
Sep-2024 Vikki Wood Transferredto new documenttemplate and

Associate Director of HCS updated to current web accessibility requirements.
No significantchangesto content.

Sept-2025 Michelle Owusua Appiah- Annual Review — No Changes made.
Agyekum

Health and Safety Advisor

This documentwill be reviewed atleastannually.
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