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Policy and Procedures for ensuring LSC Funded Learners

Work Placements Health and Safety

1. Introduction

a. IB2K/BCRC has many learners, funded by the Learning Skills Council (LSC), who either participate in work placement activities or are employed and come to our centres to further their training. In addition we have various projects working with employers whereby employees work towards a qualification but do not receive any centre provided tuition i.e. the Centre is only involved in their assessment.

Examples of types of placements:

· Work Based Learning (WBL)

· Special Projects     -
ETP
        e.g.                        Employability Skills Programme




    learndirect Employability Skills Programme

b. For all learners receiving LSC funding IB2K/BCRC has to make an informed judgement about the suitability of an employer prior to a learner being placed or in the case of WBL before the learner is accepted for training.

Suitable employers and the environments must at least meet the LSC’s health and safety procurement standard for learner health and safety. 

This document along with the Work Placement series of forms aims to implement these standards. 

2. Policy 

IB2K/BCRC adopts and promotes through all its activities the LSC’s concept of the Safe Learner. It is IB2K/BCRC policy to ensure so far as is reasonably practicable, that no Learner is placed in a working environment where there are significant risks to health and safety. It is also IB2K/BCRC policy to ensure that all workplaces used are vetted and monitored as necessary to meet the contractual requirements of the LSC.

3. Responsibilities 

Management of Work Placement

a. Philip Beadnall, Health and Safety Officer, will have overall responsibility for ensuring that Tutors, the Placement Officer and Placement Admin Officer respectively, arrange to have the relevant vetting form(s) completed) in accordance with our legal and contractual obligations.

b. Philip Beadnall, Health and Safety Officer;
· Will carry out all vetting visits of all employers of Work Based Learners, Placements and high-risk special projects
· Confirm acceptance after vetting is completed

e. Work Based Assessors, Placement Officers and Tutors will have a responsibility to monitor health and safety in the employer’s workplace and in some cases initiate the vetting process, details above. In addition vetting and monitoring staff are responsible for ensuring that the Health and Safety Officer is aware of all accidents to a Learner. IB2K/BCRC has a contractual obligation to report and investigate all RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences) accidents suffered by the Learner to the LSC. This includes injuries to Learners which mean that they are off work or away from the Centre for more than three days or where they have suffered an injury and were unable to return to their normal working duties after three days.

f. Employers - it is the responsibility of the Employer / Placement Provider to inform IB2K/BCRC if a Learner suffers an accident / incident that is reportable under RIDDOR.

g.
Learners 

i. It is the responsibility of learners to take reasonable care of their own health & safety and that of other people who may be affected by their actions  

ii. Learners must also cooperate with the employer / placement provider in complying with the providers legal duties

iii. Learners must report any accident/ incidents they sustain whilst on the placement, to the college 

4. Procedures 

All Placements 

a. A Health and Safety pre-placement vetting form must be completed by the Health and Safety Officer with the details of the Employer and Learners’ Name and date of birth.
b. The pre-placement check will seek to establish how health and safety arrangements are managed in the workplace. 

c. Where the pre-vetting process indicates that there is insufficient recorded evidence of the management of health and safety but the Health and Safety Officer is satisfied that the workplace is safe, the employer may be used conditionally providing that an action improvement plan has been agreed between the employer and IB2K/BCRC. 

d. When an action plan is agreed between IB2K/BCRC and employer, it will be detailed with actions to be taken, the timescale in which they will be achieved and the person responsible for carrying out the actions.

e. Progress in completing the action plan will be monitored by the work placement officers/ assessors during the agreed placement visits. 

f. Where a placement has been vetted it should be risk banded into a High, Medium or Low risk category/. The risk banding will take into account the occupational area and the organisation’s safety systems to arrive at an overall risk banding.
High risk every year

Medium risk every 2 years

Low risk every 3 years

5. Monitoring  

IB2K/BCRC must ensure that levels of health and safety at placements are maintained.  A monitoring form will be completed by the learners tutor/advisor where the placement lasts for longer than 8-weeks.
6. Health and Safety Training 

It is essential that all learners be given sufficient health and safety training prior to the placement commencing to enable them to work safety, including a H&S Induction to the workplace. 
Tutors and work placement officers must at all times promote the concept of the “safe learner”. All learners must receive a copy of the “Be safe” booklet (prior to the work placement). 

7. Database 

A register of all work placement providers will be kept, and made available to all involved in work placements of any kind. 
The register will give:
Contact details
                                      Address 





Date of vetting
                                      If successfully vetted

                                      Employers Liability Insurance details 

8.  Accident/ Incident reporting 

a. All learners must be instructed to report any accident and incident, however minor, to their employer and tutor or advisor. 

b. Tutors and advisors must report all reported accidents and incidents to the Health, Safety Officer. It is important that these are reported immediately to ensure that IB2K/BCRC fulfils duties placed on it by the LSC and the Health and Safety Executive.

c. Employers and others providing work placement for IB2K/BCRC Learners will inform the IB2K/BCRC of any injuries and diseases within the scope of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 and fatal  traffic accidents.

· In the case of fatal accidents and ‘major injuries’ (as determined by RIDDOR) by informing IB2K/BCRC by telephone or fax immediately the employer becomes aware of the event; and

· All RIDDOR events by informing IB2K/BCRC within 10 days of becoming aware of the event.

d. IB2K/BCRC shall investigate or assess the circumstances of all learner incidents within the scope of RIDDOR following HSE guidance ‘4 Steps to Health and Safety Investigations’ (HSG245).  IB2K/BCRC will identify the causes of any incident and lessons to be learned, forwarding the appropriate paperwork to the Learning Skills Council.

9.   Accidents/ incident investigate 

IB2K/BCRC will investigate all accidents / incidents reported, as required by the LSC contract. It must be understood by those responsible for placements that they should not offer any comments on the events of or leading to the accident until such time as they have been interviewed by the Health and Safety Officer.
The Health and Safety Officer will complete the necessary LSC Learner Incident Management System (LIMS) report and seek to determine the causation factors and the remedial actions necessary to prevent recurrence.

10.
   New Projects and Work Placements

a. For all new contracts , projects and courses, involving work placement, the Health and Safety Officer will be consulted with regard to the level of vetting required and to discuss any other health and safety involvement.  

b. Where IB2K/BCRC contracts with or enters into any agreement involving work placements, the Health and Safety Officer will discuss health and safety issues as part of the initial discussions.

c. Where IB2K/BCRC enters into an agreement for a third party to arrange work placements, IB2K/BCRC will monitor the Health and Safety Management systems of that provider to ensure compliance with HSG 65 and the LSC Procurement Standards.

11.    Risk Assessment
IB2K/BCRC will at all time promote the concept of the ‘Safe Learner’.  This will involve ensuring that risk assessments, where required by the Management of Health & Safety at Work Regulations, are seen on all pre-vetting of employers.  Special attention will be paid to the need to additionally identify the risks that could be introduced to a workplace through the employment of a Young Person.  
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