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Young people and work experience

This document is intended to provide guidance to those teams that provide work experience opportunities to young people. It will help you, and those responsible for work experience in your team to ensure young people have their health and safety protected while they are with you. 

Under health and safety law, work experience students are our employees. You must treat them no differently to other young people you may employ.

Schools and colleges, or others organising placements, need to check that you have risk management arrangements in place. Conversations you have with the placement organiser should be noted for reference.
Taking on work experience students should be straightforward. It should not be about generating unnecessary paperwork. This guidance describes how to keep it simple.
Definitions of young people and children by age
· A ‘young person’ is anyone under the age of 18.

· A ‘child’ is anyone who has not yet reached the official minimum school leaving age (MSLA). Pupils will reach the MSLA in the school year in which they turn 16.

What you need to do

Simply use your existing arrangements for assessing and managing risks to young people (appendix 2 gives an example of a generic risk assessment). 

Avoid repeating your assessment of the risks if a new student is of a broadly similar level of maturity and understanding, and has no particular, or additional needs (the organiser or parent should tell you if they have). 

If you don’t currently employ a young person, have not done so in the last few years and are taking on a work experience student for the first time, or one with particular needs, review your risk assessment before they start. 

Discuss the placement in advance with organisers. Take account of what they and the parents or carers tell you of the student’s physical and psychological capacity and of any particular needs, for example due to any health conditions or learning difficulties. 

Keep any additional work in proportion to the environment:

· For placements in low-risk environments, such as offices, with everyday risks that will mostly be familiar to the student, your existing arrangements for other employees should be enough. 

· For environments with risks less familiar to the student (e.g. Warehouse), you will need to make arrangements to manage the risks – this will include induction (see appendix 1 for a checklist), supervision, site familiarisation, and any protective equipment needed. 

· For a placement in a higher-risk environment, such as with the Countryside Team, you will need to: 

· Consider what work the student will be doing or observing, the risks involved in that work and how these are managed. 

· Satisfy yourself that the instruction, training, and supervisory arrangements have been properly thought through and that they work in practice. 

You may, particularly for higher-risk environments, need to consider specific factors that must be managed for young people, including exposure to radiation, noise and vibration, toxic substances, or extreme temperatures. 

Where these specific factors exist in your workplace you should already have control measures in place. This will also apply to legally required age limits on the use of some equipment and machinery (e.g. forklift trucks and some woodworking machinery). Consider whether you need to do anything further to control the risks to young people. 

Explain to parents/carers of children what the significant risks are and what has been done to control them. This can be done in whatever way is simplest and suitable, including verbally, and is very often done through the school or college. 

When you induct students, explain the risks and how they are controlled, checking that they understand what they have been told. 

Check that students know how to raise any health and safety concerns.
Training and supervision

Many young people are likely to be new to the workplace and in some cases will be facing unfamiliar risks, from the job they will be doing and from their surroundings. You will need to provide them with clear and sufficient instruction, training, and supervision to enable them to work without putting themselves and other people at risk. 

Young people are likely to need more supervision than adults. Good supervision will help you get a clear idea of the young person’s capabilities and progress in the job and monitor the effectiveness of their training. 

You will need to consider how much training is necessary. A proportionate approach is needed, for example a low-risk office environment would not be expected to have a need for lengthy technical training. Similarly, where a student is on a short-term work experience placement, induction and training needs should be tailored to the tasks they are going to be doing. 

It is important that you check young people have understood the instruction and training which will include, for example:

· The hazards and risks in the workplace; 

· The health and safety precautions that are in place. 

As employees, young people have a duty to take care of their own health and safety and that of others who may be affected by their actions. 

This includes co-operating with you by listening carefully, following instructions, using any safety equipment that you have provided and taking part in relevant training.
Schools - Adults who supervise children on work experience

It is for the school to ensure relevant checks and arrangements have been carried out where this applies and ensure that their risk assessment reflects what they have in place and how any risks/gaps are being mitigated. If they are unclear and need further guidance on Relevant Activity; they need to seek advice from their own HR Service 
Refer to page 82 for more information: Keeping children safe in education 2023 (publishing.service.gov.uk)
What the law says

Under health and safety law, every employer must ensure, so far as reasonably practicable, the health and safety of all their employees, irrespective of age. As part of this, there are certain considerations that need to be made for young people. 

This section outlines the requirements in the law. Putting the requirements into practice should be straightforward and in most cases, you should already have the necessary risk management arrangements in place.

What does ‘so far as reasonably practicable’ mean? This means balancing the level of risk against the measures needed to control the real risk in terms of money, time or trouble. However, you do not need to take action if it would be grossly disproportionate to the level of risk.
Under the Management of Health and Safety at Work Regulations 1999, you have a responsibility to ensure that young people employed by you are not exposed to risk due to: 
· lack of experience; 

· being unaware of existing or potential risks; 

· lack of maturity. 

You must consider: 

· the layout of the workplace; 

· the physical, biological and chemical agents they will be exposed to; 

· how they will handle work equipment; 

· how the work and processes are organised; 

· the extent of health and safety training needed; 

· risks from particular agents, processes and work. 
These considerations should be straightforward in a low-risk workplace, for example an office. In higher-risk workplaces the risks are likely to be greater and will need more attention to ensure they’re properly controlled.
HSE’s frequently asked questions (FAQs) web page on young people at work provides further advice on making the necessary considerations (www.hse.gov.uk/ youngpeople/faqs.htm).
You need to consider whether the work the young person will do:

· is beyond their physical or psychological capacity? 

· this doesn’t have to be complicated; it could be as simple as checking a young person is capable of safely lifting weights and of remembering and following instructions. 

· involves harmful exposure to substances that are toxic, can cause cancer, can damage or harm an unborn child, or can chronically affect human health in any other way? 

· be aware of substances a young person might come into contact with in their work, consider exposure levels and ensure legal limits are met. 

· involves harmful exposure to radiation?
· ensure a young person’s exposure to radiation is restricted and does not exceed the allowed dose limit. 

· involves risk of accidents that cannot reasonably be recognised or avoided by young people due to their insufficient attention to safety or lack of experience or training? 

·  a young person might be unfamiliar with ‘obvious’ risks. You should consider the need for tailored training/closer supervision. 

· has a risk to health from extreme cold, heat, noise or vibration? 

· in most cases, young people will not be at any greater risk than adults and for workplaces that include these hazards it is likely there will already be control measures in place. 

A child must never carry out such work involving these risks, whether they are permanently employed or under training such as work experience.

A young person, who is not a child, can carry out work involving these risks if: 

· the work is necessary for their training; 

· the work is properly supervised by a competent person; 

· the risks are reduced to the lowest level, so far as reasonably practicable (see the explanation above on page 3). 

Providing supervision for young workers and monitoring their progress will help you identify where additional adjustments may be needed.

You must let the parents or guardians of any child know the possible risks and the measures put in place to control them.

You will already be familiar with the risks associated with your workplace and should be in a position to consider what is or is not appropriate.
Other issues you need to consider 
There are other agents, processes and work that should be taken into account when employing a young person. The following list doesn’t cover all of those, but if any of the issues are relevant to your workplace you can find more information by contacting the Health and Safety Team:

· biological agents; 

· working with chemicals; 

· working with lead and lead processes; 

· asbestos; 

· working with explosives, including fireworks; 

· working with compressed air; 

· construction, including demolition; 

· electrical safety; 

· agriculture; 

· manufacturing. 

Working hours and young workers 
Working hours are not governed by health and safety law. 

Young people and children have different employment rights from adult workers and are subject to protections in relation to the hours they can work.
Further information can be found at: https://www.gov.uk/child-employment/restrictions-on-child-employment
Other regulations 
Children below the minimum school leaving age (MSLA) must not be employed in industrial workplaces such as factories, construction sites etc. except when on work experience. 

Children under 13 are generally prohibited from any form of employment. Local authorities have powers to make bye-laws on the types of work, and hours of work, children aged between 13 and the MSLA can do.
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APPENDIX 1
	
	YOUNG PERSON INDUCTION CHECKLIST
	(

	1. 
	Explain the fire and emergency evacuation procedures, walk around the site and show evacuation routes, fire alarm call points, fire assembly points and if necessary practise the procedure on the first day if possible.
	(

	2. 
	First Aid - explain the arrangements for first aid facilities and show the locations of these facilities.
	(

	3. 
	Young person issued with identification badge and made aware of requirement to sign on and off site and to report to person responsible.
	(

	4. 
	Personal hygiene - show the locations of toilet and washing facilities.
	(

	5. 
	Smoking, drugs and alcohol - Shropshire Councils policies on smoking, drugs and alcohol. Show the location of any smoking areas.
	(

	6. 
	Trainee’s personal responsibilities - these should be discussed and emphasised.
	(

	7. 
	Young person introduced to person responsible for their training, including key safety people.
	(

	8. 
	Safety documentation/information - any relevant documentation should be discussed and distributed.
	(

	9. 
	Accident Reporting - stress the need to report all accidents and near misses, even if no-one is hurt and there is no damage. Go through the Council Accident Reporting system (CARs).
	(

	10. 
	Help the young person to set up their work-station in accordance with DSE Regulations, (where appropriate).
	(

	11. 
	Young person made aware of any hazards particular to the area in which they will be employed, and any “no go” areas & safe systems of work.
	(

	12. 
	Safe working systems - the particular hazards associated with the work area, work processes and any “no go” areas should be explained, together with the need to follow safe working practices and safe systems of work at all times.
	(

	13. 
	Manual handling - demonstrate techniques for safe lifting if relevant. Explain that hazardous manual handling should be avoided where possible.
	(

	14. 
	Housekeeping - explain why the work area should always be kept tidy and clean.
	(

	15. 
	Personal protective equipment (PPE) - if PPE is provided, explain why and show how it is to be worn. Explain the arrangements for cleaning, maintenance and replacement and how to obtain a replacement.
	(

	16. 
	Safety equipment - if safety equipment is used, explain what it is for, where it is kept and who is responsible for its maintenance and for the training of staff.
	(

	17. 
	Machinery - identify those items of machinery which must not be operated and explain why and show which pieces of machinery must only be used after training and under supervision. Explain the need to report faults and those repairs should only be carried out by qualified and competent staff.
	(

	18. 
	Dangerous substances - explain what is in use within the workplace, storage arrangements and safety precautions; stress the need to read labels/hazard data sheets.
	(

	

	Signature of responsible person:
	

	

	Signature of young person:
	

	

	Date:
	


Appendix 2 – this example generic risk assessment will need to be adapted to suit your workplace
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	A. Outline of activity or task to be assessed:                                                    

N.B. For further information and guidance please refer to the Risk Assessment Toolkit on the Intranet


	Form No
	

	Group/Service Area:
	
	Work Activity
	Employment of Young Persons (16-18 years)

	Workplace/Team
	This is an example of what needs to be covered, please delete/amend as required for a specific premise
	
	

	Date of Assessment:
	
	Date for Re-assessment
	

	Name of Assessors:
	
	Signature:
	

	Manager/Headteacher:
	
	Signature:
	


	Hazard is something with the potential to cause harm. Risk is the likelihood of someone being hurt multiplied by the severity of the occurrence.                       

                            Level of risk = likelihood x severity
B.  Risk Matrix – This section is used for guidance to complete section C.
	
	PRIORITY OF ACTION

High        17 - 25     Unacceptable – Stop work or activity 
                                until immediate improvements can
                                be made.

Medium  10 – 16     Tolerable but need to improve within
                                a reasonable timescale, e.g., 1-3 
                                months depending on the situation.

Low     5 - 9
Adequate but look to improve by       next review.

Very Low 1 – 4        Residual risk acceptable and no
                                further action will be required all the
                                 time the control measures are 
                                maintained.

	5 x 5 RISK ASSESSMENT MATRIX
	
	

	Increasing consequence or severity  (
	5
	5 low
	10 med
	15 med
	20 high
	25 high
	
	

	
	4
	4 very low
	8 low
	12 med
	16 med
	20 high
	
	

	
	3
	3 very low
	6 low
	9 low
	12 med
	15 med
	
	

	
	2
	2 very low
	4 very low
	6 low
	8 low
	10 med
	
	

	
	1
	1 very low
	2 very low
	3 very low
	4 very low
	5 low
	
	

	
	1
	2
	3
	4
	5
	
	

	
	Increasing likelihood or probability (
	
	





	HAZARD


	Who’s Affected
	Existing Controls
	Risk Level

Low/Med/High
	What else is required
	Risk Level

Low/Med/High
	Action



	
	
	
	
	
	
	Who
	When

	1
	Young Person’s immaturity (physical & emotional),

Lack of understanding, medical conditions e.g. asthma, dermatitis 
	Work Experience\ Young Persons\

employees


	· Information, Instruction, Training, Supervision and Monitoring. 

· Avoid work which is repetitive and not within the capability of the learner 
· Avoid situations which put the learner under stress
· Keep the list of tasks to a minimum to avoid confusion and ensure any medical condition is not affected by the task or process.


	Low
	
	
	
	.

	2
	Fire and Explosion


	Work Experience\ Young Persons\

employees


	· Emergency evacuation procedures / means of raising alarm are communicated to young person on first day. Clear evacuation procedures, safe access and egress routes
· Young person to be included on register
· Show young person around site, show them fire alarms, emergency exit routes, highlight assembly points
	Low
	
	
	
	

	3
	Slips Trips and Falls 

Wet or slippery floors
	Work Experience\ Young Persons\

employees
	· Information, Instruction, Training, Supervision and Monitoring. 
· Know the correct procedures to report and/or clear up spillages and dry floor immediately.

· Measures to avoid spillages and leakage onto floors 
· Young person to maintain a safe and tidy working environment.

· Highlight or use signage for any uneven walkways. 

· Demonstrate good housekeeping and storage procedures. 

· Trailing cables to be secured safely. No cables / obstacles in walkways 
· Spillages to be attended to immediately by trained personnel. (P.P.E. to be worn).

· Signage to be used (i.e. slippery floors). 


	Low
	
	
	
	

	4
	Manual Handling


	Work Experience\ Young Persons\

employees
	· Information, Instruction, Training, Supervision and Monitoring. 
· Avoiding lifting items which are too heavy e.g. packages and furniture / avoiding of lifts which involve reaching up too high.
· Young person to only lift objects that are within their acceptable capabilities.

	Low
	Provide mechanical handling aids


	
	
	

	5
	Machinery Including photocopiers, workstations

	Work Experience\ Young Persons\

employees
	· Information, Instruction, Training, Supervision and Monitoring. 
· Must be supervised by a competent person on a 1:1 basis when working, cleaning any machinery due to risks involved.

· A risk assessment will be required for their workstation if this is part of their role.
	Med-High
	
	
	
	

	6
	Electricity
	Work Experience\ Young Persons\

employees
	· Information, Instruction, Training, Supervision and Monitoring. 
· Work involving a risk of electric shock should only be carried out a competent person.

· Equipment is PAT tested and a log kept. 

· All users are shown how to visually check equipment prior to use.
	Low
	No live working
	
	
	

	7
	Transport
	Work Experience\ Young Persons\

employees
	· Information, Instruction, Training, Supervision and Monitoring. 
· Safe use of lift trucks and powered pedestrian operated pallet trucks by trained, authorised users only.

· Segregation of vehicles and pedestrians e.g. One-way systems

· Driving in line with Corporate Policy.
· If using their own car highlight any potential problems with parking, access, egress, etc.

	Med
	Lifting equipment may only be operated by trained, authorised employees
	
	
	

	8
	First-aid & welfare
	Work Experience\ Young Persons\

employees
	· Young person introduced to area first-aiders and procedures in place in case of an accident and accident reporting procedure. 
· Young person made aware of toilet and welfare facilities.

· There are sufficient numbers of trained first aid personnel.

· Inform young person of the site of the first aid box and list of first aiders.
	Low
	
	
	
	

	9
	DSE
	Work Experience\ Young Persons\

employees
	· Ensure young person’s workstation is set up in accordance with the DSE regulations 
	Low
	
	
	
	

	10
	Supervision
	Work Experience\ Young Persons\

employees
	· Member of staff to be assigned to oversee young person – with back up in case of sickness/absence
	Low
	
	
	
	

	11
	Biological 
	Work Experience\ Young Persons\

employees


	· Young person to be made aware of potential risks (i.e. bodily fluids)

· Personal protective equipment (PPE) to be made available.

· Good occupational hygiene procedures.
	Low
	
	
	
	

	12
	Use of drinks dispenser
hot liquid scalds 
	Work Experience\ Young Persons\

employees


	· All young persons to be given appropriate training.

· Hot drinks to be served in designated areas. 

· Young person to be given full induction training in the use of drinks dispenser. (if applicable).

· Young person to be made aware of the hazards from hot surfaces/ liquids.

· Young person to be aware of the hazards of transporting hot liquids around the work environment (e.g. up or down stairs).
	Low
	
	
	
	

	13
	Work at height
	Work Experience\ Young Persons\

employees


	· Information, Instruction, Training, Supervision and Monitoring.

· Where possible work at height is too be avoided.

· Training/instruction will be required to use step-stool for putting up display work.
	Low
	
	
	
	

	If more hazards are identified please add more boxes 

	D. Safe Systems of Work to be outlined below by using the information in Section C once completed:

· Young Person must be given local induction on first day (Evacuation Procedures, First Aid Procedures, Accident reporting, etc.)

· Line Manager to ensure that specific risk assessment is completed for the individual BEFORE they commence work. The findings of the assessment must be communicated to the young person on their first day.

· Supervision is required at all times that there is an element of risk and the young person is working on machinery.  A member of staff must be assigned the task and to oversee the Young Person with back up procedures in case of sickness/absence.


E.  Circulation List

Please list people who have been informed of the assessment.
	NAME
	DESIGN
	SIGNATUR
	DATE
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RISK ASSESSMENT





The purpose of the Young People and Work Experience Risk Assessment is to make sure the health, safety and welfare of the student has been considered with respect to their age, experience, maturity and any factors mentioned in the Information about the student on their Approval and Consent Form which you will have received.  This will also make sure you have complied with Regulation 19 of the Management of Health & Safety at Work Regulations 1999.











Score





5


4


3


2


1





Likelihood / Probability





Very likely / Almost certain


Likely


Fairly likely / Possible


Unlikely


Very unlikely





Description





Event is expected to occur in most circumstances


Event will probably occur in most circumstances


Event could occur at some time


Event is not likely to occur in normal circumstances


Event may occur only in exceptional circumstances





Score





5


4


3


2


1





Consequence/Severity





Catastrophic / Severe / Fatality


Major injury / ill health


Moderate (over 7-day injury)


Minor injury / ill health


Insignificant / no injury





Description





Death or permanent disability to one or more persons


Hospital admission required, eg, broken arm or leg


Medical treatment required, over 7-day injury


First aid is required


Injuries not requiring first aid treatment





C. Use information from section B to identify level of risk for each hazard














