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Houses of Parliament

Occupational Health, Safety and Welfare Service
Managing Health and Safety

for

Work Experience Students

Guide for Members of the Houses of Parliament

Many Members of both Houses of Parliament now offer work experience placements to school/college students less than 18 years of age.  This guide seeks to offer practical suggestions to help them to fulfil their health and safety responsibilities.

Due to their youth students will have less maturity, experience and awareness of risks than older employees and, therefore, will be more vulnerable to accident or injury when put into an unfamiliar working environment.

There are a number of steps that employers should take to help safeguard the health and safety of students.  The checklist below is not exhaustive, however it does give a framework to help ensure that the main health and safety issues are covered and communicated.  This form may be used as a checklist of actions that need to be taken to help fulfil health and safety responsibilities, and for recording and validating when the actions are taken.

Should you require any further advice on the issues raised or any other matter the Health and Safety Adviser would welcome the opportunity to be of assistance and may be contacted on ext. 1505.

	Occupational Health, Safety and Welfare Service

If you require advice on any matter concerning health, safety or welfare issues

 please use the contact numbers given below:

General Enquiries


020 7219 1484

Occupational Health Adviser
020 7219 5354

Health and Safety Adviser

020 7219 1505

Welfare Officer


020 7219 4789




Checklist

Prior to Commencement of Placement 

The school/college or parent/guardian should be informed of the results of the findings of actions 1 to 4.  It is envisaged that in most cases students will be working in a low risk office environment carrying out relatively safe tasks, however risks may still be present.  These should be identified together with measures to be taken to eliminate or control the risk.  Wherever a significant risk is present students must not be exposed to that risk.

	No.


	Action
	

	1.
	Consider any hazardous activities carried out in the workplace and assess whether they represent significant risk to the health and safety of the student, taking into account immaturity and inexperience.

(Copies of the HSE leaflet 'Five steps to risk assessment' can be supplied via the Health and Safety adviser)

Note: The types of hazards the risk assessment may identify include operating dangerous machinery; carrying out manual handling tasks; being exposed to dangerous substances, radiation, extreme hot or cold, noise or vibration; working at height; etc.


	 FORMCHECKBOX 


	2.
	Assess the working environment and ensure that it is healthy and safe.  For instance the environment should be free from slip/trip/fall hazards, be cleaned regularly, have adequate lighting/temperature/ventilation, have sufficient workspace, etc.


	 FORMCHECKBOX 


	3.
	Assess the furniture and equipment provided for the student, ensuring it is in good condition and appropriate for the intended use. 


	 FORMCHECKBOX 


	4.
	Check with the school or parent/guardian whether the student has any medical condition (inc. new mother/pregnancy) or physical/learning disabilities that need to be taken into account, and take necessary action so as not to create a hazardous situation.


	 FORMCHECKBOX 



On Commencement of the Placement

Please refer to the green pages at the front of the internal telephone directory, which give further guidance on many of the following issues.  Students should be required to read the green pages.

	5.
	Explain the emergency evacuation procedures.

(The back page of this form gives guidance)


	 FORMCHECKBOX 


	6.
	Inform the student that they must be supervised while working; who will supervise them; and what training is to be provided.


	 FORMCHECKBOX 


	7.
	Inform the student that they must inform their supervisor if they notice any workplace hazard or fault, or if they feel unsafe or unwell at work.


	 FORMCHECKBOX 


	8.
	Confirm working arrangements, including times of start, finish, lunch and rest periods (in accordance with the Working Time Directive). 

(Note: Students should never be required to work more than an 8-hour day)  


	 FORMCHECKBOX 


	9.
	Show the locations of welfare arrangements, including toilets, handwashing facilities, drinking water, rest areas, and refreshment facilities.
	 FORMCHECKBOX 


	10.
	Explain first aid procedures.


	 FORMCHECKBOX 


	11.
	Explain that accidents must be reported and the reporting procedure.  (Note: You must inform the school or parent/guardian as soon as possible if the student is involved in an accident or feels unwell.)


	 FORMCHECKBOX 


	12.
	Inform the student of smoking arrangements within the workplace.


	 FORMCHECKBOX 


	13.
	Give appropriate training and instruction on how to carry out tasks safely and safe use of furniture and equipment, e.g. adjustable chair, photocopier, paper shredder, etc.


	 FORMCHECKBOX 


	14.
	Show the student the Health and Safety Law poster, normally displayed near to building receptions. (The Health and Safety Adviser can confirm location and/or supply a leaflet)

	 FORMCHECKBOX 


	15.
	If required, provide suitable protective clothing, footwear or equipment of good condition and correct size.


	 FORMCHECKBOX 


	16.
	Inform the student of local security arrangements.


	 FORMCHECKBOX 


	17.
	Give any other relevant information/training/guidance, etc. that may be required - Please specify:       
	 FORMCHECKBOX 



Completed By:       


Student Name:       
Signature:       



Agreed 5 - 17 covered as above:

Date:
      



Signature:       






Date:       
FIRE PRECAUTIONS

 INFORMATION FOR WORK EXPERIENCE STUDENTS

Please refer to the green pages of the internal telephone directory

for procedures in other types of emergency situation

1. Ensure that the student is aware of the layout of the building in which they are working. Their attention must be drawn to alternative exit routes from their normal places of work.

2. Follow the marked “Fire Exit” routes with the student to see where they lead and where they exit the building.

3. Ensure that the student is aware of the location of the fire alarm call points.

4. Ensure that they read the fire warning notices. These notices are adjacent to the red fire alarm call points. The notices give information on what to do if you discover a fire; what to do if you hear a fire alarm; how to evacuate the building; and where the assembly point for the building is located. 

5. Show the student the location of the assembly point.

6. Inform the student that it is essential that he or she remain at the assembly point until official permission is given to re-enter the building.

7. Inform the student that it is essential that they use the correct emergency telephone number. The telephone number for emergencies within the parliamentary estate is 3333. Failure to use this number to report a fire or other emergency may result in delay to the emergency services.

8. Ensure that the student knows exactly where he or she is working (room number, floor and building name) so that accurate information can be passed to the security control room in case of an emergency.

9. Show the student the fire extinguishers located near to their place of work. Get the student to read the instructions on the extinguishers and be sure that they understand them. 

There are two types of extinguisher on the parliamentary estate;

(a) 
Nine litre foam extinguisher
This can be used an all types of fire, except fires involving electrical apparatus.  It is the larger of the two types and is easily recognised by its stainless steel body.

(b) Carbon dioxide extinguisher
This is specifically for use on fires involving electrical apparatus. It can easily be recognised by its black body and is the smaller of the two types.

10. Students should only tackle a fire with an extinguisher if they are confident that they will in no way endanger themselves. The personal safety of all staff is of paramount importance.

11. Students must be made aware that the fire alarm system in the Palace is different to that in the rest of the parliamentary estate;

(a) 
Palace fire alarm - The alarm in the Palace is transmitted by voice messages over a loudspeaker system. This system broadcasts a warning message that will be followed by a stand-down message, or in the event of a confirmed fire, by an evacuation message. 

(b) 
Remainder of the parliamentary estate - The fire alarms in all of the other buildings in the parliamentary estate are in the form of electronic sounders. There is no warning message. Full evacuation takes place immediately the fire alarm actuates.

10. Remind students that divisions in both Houses are communicated to members via a bell system. They should not confuse the division bell with an alarm of fire.

11. If there is an evacuation marshal in the area where the student will be working he or she should be made aware of the presence of the student and the likely duration of the student's work programme.
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