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APPENDIX 4 
 
 
 
GUIDELINES FOR STAFF SUPERVISING AND WORKING WITH THOSE 
UNDERTAKING WORK EXPERIENCE  
 
 
1. Introduction: 
 
This appendix is to guide those members of staff dealing with those aged between 14 and 
18 years of age who may spend short periods of time at the University on work 
experience. 
 
 
The University has a duty of care to safeguard and promote the welfare of children and to 
protect all children from harm who are involved in activities run by the University. This 
guidance relates to children on work experience within the University. As confirmed in the 
University’s Child Protection and Safeguarding Policy (‘the Policy’), a child is defined as a 
person under the age of 18 years (Children Act 1989). 
 
The University requires all staff that come into contact with children on work experience to 
ensure their safety and protection at all times adhering closely to the Policy and this 
appendix. 
 
 
2. Arrangements and responsibilities for those undertaking work experience: 
 
 All work experience students must be supervised by an identified member of staff (“the 

supervisor”). The role of the supervisor of work experience students is an important 
and highly responsible duty.  
 

 All staff undertaking this role must fully understand and meet all their responsibilities 
as set out in the Policy and this appendix. 

 
 All staff undertaking this role must complete the attached induction checklist (Appendix 

6) for each person undertaking work experience and retain it (with any parental 
consent) for six months following the end of work experience. 
 

 The supervisor must: 
 ensure the safeguarding and protection of any work experience students under 

their supervision at all times;  
 obtain an emergency contact number for the work experience student’s parents (or 

carer / guardian); 
 investigate, record and report any concern or incident in line with section 3 of the 

Policy above; 
 gain parental consent if it is necessary for any work experience student to be taken 

off campus at any time during their placement; 
 gain parental consent if it is necessary for any work experience student to travel in 

any University Member’s car at any time during their placement; 
 to ensure that all processes are completed for any University Member where it is 

necessary for them to transport a work experience student under 18. This includes 
the completion of a ‘Transporting of Children and Young People” Form and to 
demonstrate that they have the necessary appropriate insurance cover to carry this 
out ‘for business’.  
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 All staff or other University Members who come into contact with those undertaking 
work experience who are under 18 years old must follow the Policy. 

 
 Where staff or other University Members are required to have a DBS check (as 

specified in the Policy) they must complete a check.  
 
 All those undertaking work experience should be informed of the health and safety 

procedures and receive a copy of the ‘Young Persons Guide to The University’s Child 
Protection and Safeguarding Policy and Information’ when they first arrive. 

 
 
3. Further Information: 

 
Staff should seek more information and advice from the University’s Deputy Safeguarding 
Officer, where they have any questions or potential concerns.   
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


