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Work Placement Form

Instructions

This form must be completed in full.
Part 1, 2, 3 and 4 must be completed by the applicant, who also needs to sign on part 6 and 8.
Part 5 and 6 must be completed by the school (for school children only).

Part 7 and 8 must be completed by the supervisor at Queen Mary.

The form must be kept by the supervisor.

	1. Personal Details (complete all sections)

	Surname 
	     
	Title 
	     

	First name(s)
	     

	Other forenames
	     

	Age group
	18 or over     FORMCHECKBOX 

13 -17            FORMCHECKBOX 

We need this information as the College has a greater duty towards people under the age of 18


	2. Contact Details (You must complete at least line 1 and 2 and the post code)

	Home address 
	Line 1      

	
	Line 2      

	
	Line 3      

	
	Line 4      
	Post code
	     

	Home phone
	     
	Mobile 
	     


	3. Emergency Contact 

	Name 
	     
	Relationship
	     

	Address

(if different from above)
	     

	Post code
	     

	Telephone 
	Home:      
	Work:      
	Mobile:      


Please go to the next page.
	4. Placement details

	Placement dates
	From (date):
	     
	To (date):
	     

	Supervisor name
	     

	Department
	     

	(Please note that the student’s supervisor needs to carry out a risk assessment – refer to page 4 ).


	5. School/College details (to be completed by the school if relevant)

	Name of the School/ College
	     

	Address of the School
	Line 1      

	
	Line 2      

	
	Line 3      

	
	Line 4      
	Post code
	     

	Name of contact at the School/College:
	     

	Telephone number of contact:
	

	Hours when available:
	


Please go to the next page.
	6. Conditions of Acceptance (to be completed by the student and the school)

	The College may be able to offer work experience placements but only on the following conditions: -

(1) On arrival for work experience, the student will be instructed in the procedures to be followed in the event of a fire alarm or accident, and undertakes to follow these instructions.

(2) The student undertakes not to divulge to a third party any information on persons or procedures whether written, or on a VDU screen, which s/he acquires in the course of their time at the College.

(3) The student undertakes not to interfere with, or experiment with, any equipment, machinery, or apparatus, and may only use it under the supervision of a member of staff.

(4) The student undertakes not to enter any area displaying a radiation, bio-hazard, or laser light warning except under supervision of a member of staff.

(5) The student’s school or college undertakes to inform Queen Mary if s/he suffers from any allergies, disability or any other medical condition, which may need to be taken into consideration in finding suitable placement with the College.

(6) Queen Mary is covered for both Employer’s Liability and Public Liability under which the student will be covered during the placement. The student will not be covered against personal loss.
I agree to the above conditions:



	Student Signature:
	
	Date:
	     

	School/College Authorisation (relevant only if applicant is under the age of 18)

	Name (Please Print):
	     

	Status/Position:
	     

	Signature:
	
	Date:
	     

	School/College Stamp: 




Please go to the next page.
	7. Risk Assessment (to be completed by the student’s supervisor)

	This must take into account the child or young person’s inexperience, lack of awareness of existing or potential risks and limitations of their maturity. It should cover matters such as: -

· The nature and layout of the workplace

· The extent of exposure to physical, chemical or biological agents

· The use of any equipment at work

· The organisation of the work and work processes

· The provision of appropriate training and supervision

Please use the space below to consider each of the points above.

	     


Please go to the next page.
	8. Work experience checklist (to be completed by the student’s supervisor and signed by the student)

	Checklist:

	1. Is there a written Health and Safety Policy?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	2. Has a current risk assessment been carried out?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	3. Will the student be provided with proper supervision?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	4. Will the student be provided with information on Health and Safety?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	5. Will the student be provided with Fire Evacuation Information
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	6. Are there procedures in place to deal with any accidents or emergencies that may arise?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	7. Is first aid equipment available?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	8. Are all accidents reported including those involving students?
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	Student’s name and signature: 
	     

	Supervisor’s name and signature: 
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