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Form S32d – Occupational Health and Safety Induction Checklist 
School Pupils on Work Experience

For Use by Work Experience Co-ordinator/Supervisor 
Checklist page 1 of 2

	Department:
	

	Name of school pupil:
	

	School or College:
	

	Name of person(s) supervising school pupil:
	

	Dates of work experience placement:
	


	The University is committed to ensuring, so far as is reasonably practicable, the occupational health, safety and welfare of all its staff and those affected by its activities including, students, visitors, contractors and members of the public. School pupils participating in work experience are regarded in law as employees of the University, for the purpose of ensuring their health and safety and welfare. 

The following checklist will remind those responsible for supervising school pupils on work experience about applicable issues that should be covered in a pupil’s health and safety induction. It is recommended this induction takes place shortly after the pupil arrives on their first day of work experience. The checklist may be amended and/or expanded according to the needs of a department.




	Ref:
	Induction Topic or Issue 
	Person supervising pupil to  initial when covered, or mark as N/A

	1.
	Workplace Familiarisation & Introductions
	

	1.1
	Conduct a tour of the areas they are likely to be working in and introduce staff they need to meet, including Work Experience Supervisor (if not the person carrying out this induction).
	

	2.
	Local Fire Safety Precautions
	

	2.1
	Describe the types of fire warning devices used – both audible and visual.
	

	2.2
	Point out the location of the nearest Fire Action Notice, fire fighting equipment, call-points, escape routes, fire exits and fire assembly points. 
	

	2.3
	State the day and time of weekly fire alarm tests for relevant building(s).
	

	2.4
	Explain the role Fire Safety Assistants.
	

	2.5
	If pupil is a wheelchair user or mobility impaired, offer to arrange a Personal Emergency Evacuation Plan (PEEP), through the department’s Fire Safety Co-ordinator.
	

	3.
	Local Prohibitions to No-Smoking Policy
	

	3.1
	Point out any areas external to relevant buildings where smoking is prohibited (e.g. due to the storage of flammable substances) even though the areas may be outside the 15ft (4.6m) exclusion zone.
	

	4.
	Local First Aid Provision
	

	4.1
	Point out the locations of the nearest first aid boxes.
	

	4.2
	Identify those who are departmental first aiders (applicable only in exceptional circumstances to a few departments). 
	

	4.3
	Explain that first aid may be summoned by dialling the emergency and first aid number Ext. 2222 which connects with Security Control at the Livingston Tower and that all Security Wardens are the University’s recognised and trained first aiders. 
	

	4.4
	Point out that the emergency and first aid number appears on a sticker on most internal telephone handsets.
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	Ref:
	Induction Topic or Issue 
	Person supervising pupil to  initial when covered, or mark as N/A

	5.
	Welfare Arrangements
	

	
	As applicable, point out the location of:
	

	
	· Canteen/tea-making facilities
	· Changing facilities
	
	

	
	· Common rooms/seating areas
	· Shower, hand washing and toilet facilities
	
	

	
	· Drinking water
	· Emergency showers and eye wash stations
	
	

	
	· Accommodation for clothing not being worn during working hours
	

	
	· Accommodation for special work clothing such as overalls, uniforms etc.
	

	6.
	Hours of Working
	

	6.1
	Remind pupil of their work experience hours and emphasise that they should not remain in the buildings after 5.00pm (or other agreed time), unless for a specific purpose which has been planned in advance as part of their work experience programme and a parent/guardian has given permission in advance.
	

	7.
	Health & Safety Information
	

	7.1
	Emphasise that they will be supervised at all times and should follow the instructions of their Work Experience Supervisor.  Stress that if they are unsure about what is being asked of them, they should ask for clarification.
	

	7.2
	Review with the pupil the risk assessment and/or relevant safe system of work previously sent to them and ensure they understand the hazards, risks and control measures in place to protect their health and safety and/or the preventive and protective measures they need to take.  Emphasise the need to understand and follow all health and safety rules.
	

	7.3
	Point out any locations where they are not authorised to enter and any aspects of the department’s work that should not be discussed outside the University.
	

	7.4
	Emphasise that they have a responsibility for taking reasonable care for their own health and safety and that of others who are working with them. 
	

	7.5
	Stress that they must not attempt to move or handle heavy objects, e.g. boxes, equipment, materials etc.
	

	7.6
	Stress that they must not touch any substance (in whatever form) unless they are being supervised, in case it is harmful to health.
	

	8.
	Local Reporting Procedures 
	

	8.1
	Stress the importance of reporting, without delay, the following to their Work Experience Supervisor:

· all accidents resulting in injury,  all dangerous occurrences and fires

· any immediate danger to health and safety, unsafe practice or shortcoming in protection arrangements
· obvious defects in fabric/services of the premises.
	

	9.
	Personal Protective Equipment (PPE)
	

	9.1
	Provide any items of PPE that the pupil may need to use and explain how to fit, use and care for the items. 
	

	10.
	Other issues covered (please list)
	

	
	
	

	
	
	

	
	
	


	I confirm that the items initialled above have been covered in the health and safety induction:

	Signature(s) of person(s) carrying out Induction:
	Date:

	Signature of school pupil:
	Date:


This completed Induction Checklist should be retained by the Department for at least 5 years.
