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Summary 

This policy outlines the framework within which Portsmouth Hospitals University NHS Trust (“the Trust”) 
must operate when offering work experience, which includes work shadowing, work placements, take your 
child to work days and visitor days. 
This policy is written in the spirit of the NHS Constitution. 
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PROCESS 
This policy must be followed in full when developing or reviewing and amending Trust procedural documents. 
 
For quick reference the guide below is a summary of actions required. This does not negate the need for the 
document author and others involved in the process to be aware of and follow the detail of this policy.  
 

Stage 1 
Student asks for Work Experience 

 
 

Stage 2 
Line Manager completes Risk Assessment (Appendix A) 
Generic Risk Assessments can be completed in advance 

 
 

Stage 3 
Line manager sends application form to the student (Appendix B) 

 
 

Stage 4 
Telephone or face to face interview with student to discuss expectations, confidentiality, 

Health and safety etc 

 
 

Stage 5 
Send letter (Appendix C) with an agreement for work experience (Appendix D) to student  

 
 

Stage 6 
Establish a plan of activities for the students placement 

 
 

Stage 7 
Ensure receipt of signed agreement prior to student starting placement (Appendix D) 

 
 

Stage 8 
Student reports to the department. Give a tour and general induction to the area introduce 

the student to their allocated supervisor ensure student is supervised at all times 
 

 
 

Stage 9 
Issue certificate to student if requested 
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1. INTRODUCTION 
This policy outlines the framework within which Portsmouth Hospitals University NHS Trust (“the Trust”) 
must operate when offering work experience, which includes work shadowing, work placements, take 
your child to work days and visitor days. 
 
This policy is written in the spirit of the NHS Constitution. 
 
The Trust is committed to providing work experience to all sectors of the community, irrespective of their 
gender, race, religion or belief, sexual orientation, disability and age. This policy has been developed to 
ensure that both work experience students and the Trust are protected during the course of any 
placements.  

 
Some sections of this policy refer, by necessity, to young people.  The definition of a young person is laid 
out within this policy and is in accordance with the   Health and Safety at Work Regulations (1999), the 
Education Act 1996 and The Working Time Regulations as amended 2003. 

 
2. SCOPE 

All Trust staff (including permanent, locum, secondee, students, agency, bank and voluntary), the Ministry 
of Defence Hospital Unit, Joint Hospitals Group South (Portsmouth) and Retention of Employment (ROE) 
staff must follow the policies agreed by the Trust. Breaches of adherence to Trust policy may have 
potential contractual consequences for the employee.  

 
In the event of an infection outbreak, pandemic or major incident, the Trust recognises that it may not be 
possible to adhere to all aspects of this document. In such circumstances, staff should take advice from 
their manager and all possible action must be taken to maintain ongoing patient and staff safety.  

 
The Trust is committed to promoting a culture founded on the values and behaviours which will bring us 
closer to achieving our vision of working together to drive excellence in care for our patients and 
communities. All staff are expected to uphold the Trust Values of Working Together: For Patients, With 
Compassion, As One Team, Always Improving and all leaders are expected to display and role model the 
behaviours outlined in the Trusts Leadership Behaviours Model.  

 
This policy should be read and implemented with the Trust Values and Leadership Behaviours in mind at 
all times. 

 
This policy applies to all staff and all categories of work experience. If a student is going to attend the 
Trust on a work placement this policy must be followed. Failure to follow this policy correctly when a 
placement is requested could put both the student and the Trust at risk.  

 
The Trust views the offer of high quality work experience as a positive opportunity to contribute to the 
local community. Work experience provides an opportunity for students to consolidate work based 
learning skills and to help them to make an informed career choice.  Reasonable adjustments will be 
made in order to ensure students with a disability are able to actively participate in work experience 
opportunities within the Trust.  

 
Work experience is undertaken as a voluntary activity; therefore the individual does not receive a 
financial reward or remuneration and is not considered an employee. Anyone undertaking work 
experience will be afforded all the rights of protection regarding health and safety as any member of the 
public entering the Trust’s premises.  

 
Priority for work experience will be given to those students studying towards vocational training 
programmes and those applying for relevant or appropriate Further or Higher Education courses. If a 
number of students wish to undertake a placement within the same area a selection process may take 
place. An area should only have one student on placement at a time. 

http://www.dh.gov.uk/prod_consum_dh/groups/dh_digitalassets/documents/digitalasset/dh_099886.pdf?bcsi_scan_22797a92f5a626a6=0&bcsi_scan_filename=dh_099886.pdf
http://www.legislation.gov.uk/uksi/1999/3242/contents/made?view=plain
http://www.opsi.gov.uk/Acts/acts1996/ukpga_19960056_en_1
http://www.opsi.gov.uk/si/si1998/19981833.htm
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The Voluntary Services Manager can be contacted if voluntary work is required for a period of at least six 
months. 

 
The Trust has put in place the following age restrictions regarding placements; these restrictions are in 
place in order to protect students from inappropriate placements, where they may not be able to cope 
with the physical or emotional elements of the placement.  

• Students aged 14 - 16 will be restricted to placements within administrative and clerical areas only;  

• Students aged 14 - 17 will not be permitted to undertake work experience in support services such as 
Domestics or Portering.  

• Students aged 14 -18 will not be permitted to undertake work experience in the Mortuary, Paediatrics 
or Maternity; again this will include support services work experience such as Domestics or Portering. 

• Students must be age 16 or above to undertake work experience in the Operating Theatres or the 
Emergency Department 

 
 
3. PROCESS 

3.1 A risk assessment for work experience placements must be completed by the line manager. If any 
of the answers are “yes” a work experience placement will not be acceptable (Appendix C). 

 
3.2 Anyone wishing to undertake work experience must complete the work experience application 

form at Appendix D. 
 

3.3 An agreement for unpaid work must be completed by the student (Appendix F) and this should be 
coordinated with the agreement letter (Appendix E) by the line manager prior to the placement.  

 
3.4  The line manager is responsible for the student during their placement. 

 
3.5 The age restrictions with regard to work experience placements within specific departments must 

be followed where applicable. 
 

3.6 Students must be supervised at all times by a permanent member of staff. 
  
3.7 Managers must ensure that the work experience application form and the work experience 

agreement, including the occupational health section, are completed and received by them prior 
to the commencement of the placement. 

  
3.8 Students must follow the work experience agreement and could be asked to leave the placement if 

they fail to do so. 
  
3.9 Certificates can be completed by the line manager if requested following the placement (attached 

at appendix G). 
 

3.10 If a student arrives at the workplace without a work experience agreement being completed, they 
must be sent home and a placement rearranged at another time when the correct process has 
been followed. 

 
 
3.11 Prior to agreeing to any work experience placement, the line manager must ensure they have 

completed a risk assessment for work experience placements (Appendix C) and keep it within the 
department.  Risk assessments must be reviewed on an annual basis. 
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3.12 Under normal circumstances the Trust is only able to offer a maximum of a 1-week placement 
generally Monday to Friday, although there is flexibility within this to meet individual needs and 
circumstances to include evening and weekend placements, ensuring the Young Workers Directive 
is complied with.  

 
3.13 If a request is made for a work experience placement and the department is able to accommodate 

a placement, the individual must complete an application form (Appendix D).  
 

3.14 Upon receipt of the application, the line manager may arrange to interview the student to assess 
their suitability for the placement and to arrange start and finish times, discuss responsibilities 
whilst on placement such as uniform/dress code, confidentiality and attendance.  This can be 
carried out by telephone if necessary. Interviews form part of the “work experience” in some 
areas. They provide managers with an opportunity to assess the applicant before their work 
experience and to highlight the importance of health and safety, data protection and 
confidentiality.  

 
3.15 The line manager must issue a work experience agreement letter (Appendix E) and an agreement 

for unpaid work experience. (Appendix F). This must be signed and returned by the student prior 
to the placement commencing.  

 
3.16 A plan of activities for the student to undertake should be developed by the line manager prior to 

commencement of the placement. There are strict guidelines that govern the activities that 
students, and in particular young people, can undertake whilst on work experience.  The Trust has 
detailed below suitable activities for students to be involved in. All of the following activities 
should be undertaken with clear guidance and supervision: 

 
✓ Attending staff training sessions 
✓ Theatre induction training on the first day 
✓ Nursing Handover 
✓ Helping make empty beds 
✓ Helping with errands e.g. visit another department/Pharmacy 
✓ Talking to patients 
✓ Helping at meal times 
✓ Observation/care plan monitoring 
✓ Observation of specialised techniques 
✓ Helping with photocopying 
✓ Helping with filing 
✓ Answering the telephone (with clear guidance) 
✓ Greeting patients/relatives at Outpatient/Ward reception areas 
✓ Observing 
✓ Supervised Project Work 
✓ Attending Meetings 
 

Activities Students must not be involved in: 
 Any activities for which specialised training is required i.e. Manual Handling  
 Any activity involving contact with clinical waste products/by products 
 Any activity, which may jeopardise the safety of patients or students  
 Inappropriate or unsupervised access to patient’s Medical Records/staff records  
 Inappropriate or unsupervised access to computers 
 Any unsupervised contact with patients 

  
3.17 The line manager should ensure that the student is given a tour of the department and general 

induction on commencement of the placement.  
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3.18 During their placement, students must be supervised at all times by a permanent member of staff.  
The supervisor should be allocated prior to the commencement of the placement and introduced 
to the student on commencement. 

 
3.19 Students undertaking work experience may be asked by their education provider to keep a written 

journal or diary during their work experience. It is recommended that time be built into their 
timetable to complete this. Journal writing should be reviewed with the student, to ensure the 
protection of data and patient confidentiality.  

 
3.20 A certificate of work experience (Appendix G) can be completed by the line manager upon request 

to confirm placement attendance.  
 

3.21 A copy of the Trust’s Public Liability Insurance certificate can be obtained from the Trust’s 
Company Secretary.  
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4. TRAINING REQUIREMENTS 

The Human Resources Department is available for guidance. 
  
5. REFERENCES AND ASSOCIATED DOCUMENTATION 

Health and Safety at Work Regulations (1999)  
 

Education Act 1996  
 
The Working Time Regulations as amended 2003 

 
6. EQUALITY IMPACT SCREENING  

The Trust is committed to ensuring that, as far as is reasonably practicable, the way we provide services to 
the public and the way we treat our staff reflects their individual needs and does not discriminate against 
individuals or groups on any grounds. 
 
This procedural document has been assessed accordingly.  The assessment document is held centrally and 
is available by contacting the Trust Policy Management Inbox. 
 

7. MONITORING COMPLIANCE 
This procedural document will be monitored to ensure it is effective and to provide assurance of 
compliance. 
 

Element to be 
monitored 

Lead Tool 
Frequency of 

Report 
Reporting 

arrangements 
Lead 

Policy Compliance Careers & Work 
Experience Lead 

Internal 
Audit 

Bi annually Policy audit report 
to  Chief People 
Officer 

Careers & Work 
Experience Lead 

 
  

http://www.legislation.gov.uk/uksi/1999/3242/contents/made?view=plain
http://www.opsi.gov.uk/Acts/acts1996/ukpga_19960056_en_1
http://www.opsi.gov.uk/si/si1998/19981833.htm


WORK EXPERIENCE POLICY 
 

WORK EXPERIENCE POLICY 
Version 13 Review date: 01/02/2025 (unless requirements change)                                                                                         Page 10 of 21 

Appendix A: Roles and Responsibilities  
 
It is not necessary for work experience students to complete a Disclosure & Barring Service (DBS) as they must 
be supervised at all times during their placement. 

 
Students  

• Students wishing to undertake a work experience placement must complete the Work Experience 
Application Form, attached at Appendix B.   

• Students must complete an Agreement for Unpaid Work (Appendix D) before their work experience 
placements commences and this must be coordinated by the line manager.   

• Students must adhere to Trust policies and procedures on infection control and confidentiality at all 
times. 

• Students are expected to behave in a manner appropriate to the work environment; any issues of 
inappropriate behavior should be reported to the student’s School/College or parents as appropriate. In 
the event of serious misconduct the student’s placement will be terminated with immediate effect.   

  
Line Manager 

• must ensure that the area is suitable for work experience by completing a risk assessment (Appendix A), 
which should be updated on an annual basis. Where young workers are involved, specific risks to be 
examined will be in relation to physical and psychological tasks that might be beyond the capacity of 
young workers. The risk assessment will be used to determine whether a student should be prohibited 
from certain activities within an area or department.  If this is not possible, a work experience placement 
must not be offered. A copy of the risk assessment should be held within the department.  

• If a student states that they have an infectious disease which may affect others during their placement the 
line manager and student must contact the OH department for advice prior to being accepted on any 
placement 

• is responsible for ensuring a signed agreement has been received prior to the placement commencing 
(Appendix D) (see paragraph 3.8 above). 

• should inform the student if the ward or department is closed for any reason and ensure the placement is 
cancelled. 

• should ensure that the student is aware of appropriate policies and procedures on confidentiality and 
infection control, and provide appropriate protective clothing where necessary. 

• should give a local induction to all work experience students, emphasising health and safety, infection 
control, fire exits and alarms, facilities e.g. toilets, canteen, expectations of behaviour, dress code, 
confidentiality and data protection. 

• will report inappropriate behaviour to the school/college or parents of the student as appropriate.  

• If a student fails to arrive for work experience or leaves the site before the agreed hours of work 
experience have been completed, the line manager should contact the student’s School/ College/parent.  

• If there is serious misconduct by the student, the line manager is responsible for terminating the 
placement and raising the misconduct with the school/college/parent.  

• A programme of activities should be developed by the line manager, must retain a copy of  the 
paperwork.  
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Appendix B: Definitions 
The following definitions apply 

• Young Person - a young person is anyone aged under 18 years, but over the minimum school leaving age 
(MSLA). 

• Child - a young person who has not yet reached the minimum school leaving age (MSLA), which is defined 
within the Education Act (1996) as the end of the academic school year in which they turn 16 years.  

• Those over 14 years of age may take part in either work experience, or undertake light work, which is not 
harmful to safety, health or development of the child or from attendance at school; 

• All young people are entitled to a break of at least half an hour where their daily working time is more 
than 4.5 hours; 

• Young workers may not ordinarily work more than 8 hours a day or 40 hours per week, nor at night 
between 10pm-6am or 11pm to 7am; the Trust recommends that any work experience placement for a 
child should finish before 7pm.  

• Young people should have twelve hours rest between each working day. 

• Young workers must take two days off per week, which is not averaged over any two-week period 

For the purposes of this policy “student” refers to the person undertaking work experience. Anyone is eligible 
to undertake work experience within the Trust in line with this policy. 
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Appendix C: Risk Identification Form  
 

 
Name of Preferred Candidates………………………………………… 
 
Position: Work Experience placement Department: ……………………………… 
  
This job may involve: (Please cross all appropriate boxes) 

 Yes No 
Working Nights – including rotational shift work, sleep-ins & occasional nights   
Exposure Prone Procedures.   (Definition: The Worker’s gloved hands may be in contact with 
sharp instruments or tissues or needle tips inside a patient’s open body cavity or wound, and 
the hands or fingertips may not be completely visible at all times)”. E.g. Surgeon, Midwife, 
Dentistry/Orthodontics. 

  

Regular contact with blood or body fluids   
Driving Clients or Large Trust Vehicles 
State Type of vehicle: 

  

Food handling    
Manual Handling of loads more than 10kg   
Patient Handling   
Working alone/ unsupervised for a significant part of their working day/night   
Exposure to known respiratory sensitises e.g. glutaraldehyde or substances defined as 
hazardous to health in COSHH regulations:  
Please list: 
  
 

  

Work with VDU’s NB.  Will the post holder be a Designated Display Screen Equipment worker    
Challenging Behaviour – including SCIP/C-MAP training or other training in the management 
of violence that includes control and restraint measures 

  

Required to work at heights e.g. Estate Workers   
Required to work within a confined space/area e.g. Estate Workers   
Required to work in Noise/Vibration problem areas   

 
 

Covid19 Vaccination status – vaccine evidence provided?    

 
 

As a manager, what would you 
consider to be major stressors within 
the role (If none-state none)? 
Any other relevant comments: 

 

 

 
Name of Manager 
 

Signature: Print Name: 

Contact information 
 
Telephone: 

 
Email: 

Date  
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Appendix D: Application for Work Experience 
 

Please complete this application form in black ink. Information will be treated in the strictest 
confidence by the line manager responsible for the placement. NB: Work Experience includes work 
shadowing and observation 
 

Personal Details 
 

Title  
 

Surname  

Forenames  
 

  

Address for 
Correspondence 

 
 
 

Postcode  
 

  

E-mail address  
 

  

Telephone No  Date of 
Birth 

 

School/College/University 
(if applicable) 

 

Address  
 
 

College/University Course 
attending (If applicable) 

 

Careers Advisor: (If 
Applicable) 

 Tel No  

Tutor Teacher: (If 
Applicable) 

 Tel No  

    

 
 

Requested Dates of Work Experience, Monday - Friday (Max 1 week) please give three preferences. Some 
areas may offer work experience at weekends please state if you are available at the weekend of evening 
before 7pm. 

 
1)  
2)  
3)  

Area/Dept required: ……………………………………………………………………………….. 
 

Please note if you are offered a work placement you will be expected to sign an Agreement for Unpaid work 
experience and comply with the terms of this Agreement. 

 
 
 

 
 
 
Previous work Experience or Employment 
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Please give details of any previous paid or voluntary work you have had or clubs or societies you belong to: 
(E.g. Red Cross/St John Ambulance/Scouts/Guides/Duke of Edinburgh Awards) 

 
 

Employers/Club/Society Details 
Dates  

From/To 
Job Description/Main Activities 

 
 

  

 
Health 
Confirm whether you have an infectious disease which may affect others (please circle) 
 

Yes             No 
Covid19 Screening - Please confirm if you have received one vaccine dose of a government recommended 
vaccine 
           Yes      No 
(evidence e.g NHS Covid passport may be required prior to commencing placement) 
 
Other Relevant Information 

Please provide information in support of your application, continue on a separate sheet if 
necessary: 

• Include your career aspirations  

• Why you wish to undertake work experience in the NHS  

• What subjects you are currently working towards  
 

 

Personal Details/Emergency Contact 
 

For use in an emergency, please give details of whom to contact. Please make sure you give details of where 
the person will be DURING YOUR WORK PLACEMENT. 

 
Personal details may be stored on a computerised system and will be manually stored in your file. It will only 
be used in an emergency or for monitoring purposes and will not be divulged to any third party. 

 
Name: …………………………………..  Relationship: ……………………………………………….. 
 
Address: …………………………………………………………………………………………………… 
 
Post Code: …………………………..    Home Tel No: ………………………………………………                                           
 
Work Tel No: ………………………..     Mobile Tel No: …………………………………………….. 
 

 EQUAL OPPORTUNITIES POLICY 

Portsmouth Hospitals NHS Trust commits itself to promoting equality of opportunity in all aspects 
of employment including work experience. 
 
The information you give will be treated in the strictest confidence and used for statistical 
purposes only. It will in no way affect the consideration of your application for employment/work 
experience placement. 
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Under the terms of the Disability Act 1995 a disability is defined as a ‘physical or mental 
impairment which has a substantial long term effect on a person’s ability to carry out normal day 
to day activities’. 

Do you consider yourself disabled 
Yes   

No 
 

If YES please give a brief details of your disability - 

 

Registration Number (if applicable)  

If Disabled would you need any adjustments to enable 
you to attend for interview or placement 

Yes  No 
 

If YES please specify -  

 
 1.7 Ethnic Origin     

A White British  B White Irish  

C White Other (Please specify*)  D Mixed White/Black Caribbean  

E Mixed White/Black African  F Mixed White/Asian  

G Mixed Other (Please specify*)  H Indian  

J Pakistani  K Bangladeshi  

L Other Asian  M Black Caribbean  

N Black African  O Black Other (Please specify*)  

P Chinese  R Philippino  

S Other (please specify*)  Z Not stated  

* If other please specify:   

 
 

Student, Parent and Teacher Agreement to Trust Requirements 
 

1. The Trust places considerable importance on the need for attention to Health and Safety at work. You 
have the responsibility to acquaint yourself with the safety rules of the work place, to follow these rules 
and to make use of facilities and equipment provided for your safety. It is essential that all accidents, 
however minor, be reported. 

 
2. The Trust will also expect you to observe other rules and regulations governing the workplace, which are 

drawn to your attention. Please note that there is a No Smoking Policy covering the whole of the hospital 
buildings and grounds and that there are security arrangements applicable to most locations. 

 
3. The Trust is committed to equal opportunities and will not discriminate on the grounds of ethnic origin, 

gender, disability, age, religion or sexual orientation. 
 
4. There will normally be no payment for meals or travelling expenses. 
 
5. Confirm you are not suffering from any complaint or infectious disease which may affect others. 

 
I have read and understood the above requirements 
 
Signed (student):  ……………………………………….  Date: ………………………………………. 

Parent/Guardian (If under 18 yrs): 
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I have read the work experience/observation programme information and understood the requirements. I will 
ensure the student carries out these obligations and confirm that he/she is not suffering from any complaint 
or infectious disease, which might create a hazard to him/herself or to those working with him/her.  
 
I give permission for my son/daughter (name) ………………………………………………………...                                                     
to attend work experience. 

 
Signature: ………………………………………………   Date: ………………………………………... 
 

School Careers Advisor (if under 18 yrs): 
 

I give permission within for (name) ……………………………………………………………………..                                           
to attend work experience within the Portsmouth Hospitals Trust. I have read the work experience 
programme information. 

 
I also confirm that he/she is currently studying at: ……………………………………………………. 

Signature: ………………………………………….  Date: ………………………………………………….. 
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 Appendix D: Acceptance Letter 
 
 
 

 
Date 
 
Dear  
 
I am writing to confirm your work placement in (Complete) at Portsmouth Hospitals University NHS 
Trust. 
 
Prior to your placement starting, you will need to liaise with (contact person on telephone number) to 
agree where and to whom you need to report on your first day and during the rest of your placement. 
 
Dress/Appearance Code:  If you are not provided with a uniform clothing should be of a smart, 
professional appearance; denim, leather and suede are not suitable and are not permitted. Minimal 
jewellery should be worn. Shoes should be comfortable, with a low heel and the toe covered, no sling 
backs. Trainers may be permitted in some areas but please check with your supervisor prior to 
commencing your work placement. Long hair should be securely tied back.  Protective clothing such as 
aprons and gloves must be worn in accordance with Trust policies in relation to infection control and 
food handling.    
 
You need to complete the attached Agreement for Unpaid Work   (x 2 - one to be kept by yourself, the 
other to be returned in the envelope provided to me at the above address.) 
  
Please read and sign both copies of the Agreement  
 

 

PLEASE NOTE 
If you have any medical or health related problems (E.G diabetes, epilepsy, latex or other allergy) 
please make the department manager aware, so that appropriate steps can be taken to protect you. 

  

Yours sincerely 

 
Name: 
Department: 
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Appendix F: Agreement 
 
 

 
 
Date:  …………………………          

       
 

Agreement in relation to Unpaid Work Experience or Other Placement  
 

 
NAME: ……………………………………………………………………………………………………….  
 
You are undertaking a period of work experience at the Trust.  The work of the Trust involves health and 
safety critical environments and also, in its dealings with the public, the handling of highly sensitive and 
confidential information.  For these reasons, it is necessary to ask you to sign this document, to ensure you 
act appropriately within the Trust and respect Trust staff and patients. The Trust requires that you maintain 
the confidentiality of any information you may acquire during the course of, or arising from your work 
experience placement. 
 
During the period of your work placement you will not be regarded as an employee of the Trust, or be 
eligible for remuneration or other employee benefits. 
 
This document covers you for the entire period of your unpaid work experience with the Trust, between the 
following dates (not to include Saturday or Sunday). 
 
From: …………………………………………… 
 
To: ……………………………………………….  
 
Department:  ……………………………………………………………………………………………………. 

 
 

Authorised by Line manager: ………………………………………………………………………………..   
 

Please read the attached pages carefully, sign both copies of this letter, and then return one copy to the Line 
manager (in the envelope provided). Please also read the handbook issued with this letter before your work 
experience placement commences. 
 

 
 
 
 
 
 
 
 
TERMS  
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Duties/Work: You will be told the area you will be placed in and the duties you will be expected to 
undertake on arrival at the Trust.  You will be responsible to a supervisor or line manager and if you have any 
difficulties you must speak to him/her. 
 
Hours: To be agreed with your line manager, you are entitled to a half an hour break during your working 
day. 
 
Sickness/Time off:  If you are unable to attend your placement because of sickness or for any other reason 
you should inform the line manager as soon as possible.  You should keep the line manager informed as to 
the likely date of return.  You must inform the line manager of any planned holidays during the work 
placement period. 
 
Security Badges:  It is a requirement that every person displays an identification badge when working on any 
site associated with the Trust. The person responsible for your supervision will issue this to you on arrival.  
You must display this at all times whilst on Trust premises. 
 
Dress/Appearance Code:  If you are not provided with a uniform you need to remember that what you wear 
reflects your School/College and the Trust. Clothing should be of a smart, professional appearance; denim, 
leather and suede are not suitable and are not permitted. Minimal jewellery should be worn. Shoes should 
be comfortable, with a low heel and the toe covered, no sling backs. Trainers may be permitted in some 
areas but please check with your line manager prior to commencing your work placement. Hair should be 
tidy. Long hair should be securely tied back.  Protective clothing such as aprons and gloves must be worn in 
accordance with Trust policies in relation to infection control and food handling.    
 
Confidentiality: All information you obtain during your work placement is confidential.  In particular 
information relating to the diagnosis and treatment of patients, individual staff and/or patients records, and 
details of contract prices and terms must under no circumstances be divulged or passed on to any other 
unauthorised person.  Patients must be treated with dignity and respect at all times. 
You must not discuss the names of patients with anyone outside the department in which you are placed. 
If you are given any documents that contain patient information, you should ensure this patient 
information is handed back to an appropriate person or put into Confidential Waste before you leave the 
department.  You must not photocopy or keep copies of any such document. 
 
The Health and Safety at Work Act: Under the Health and Safety at Work Act 1974, you have a duty to take 
reasonable care to avoid injury to yourself and to others.  To this end, you must comply with the Trust’s 
Health & Safety policy in meeting the statutory requirements.  Please ensure you are familiar with the 
Department’s Fire Procedure, which will be communicated to you by the line manager. 
 
Ensure you are aware of where the fire exits are; be aware of any potential hazards such as an obstruction in 
the corridor.  If you see spilt liquids on the floor, inform a member of staff who can arrange for this to be 
cleaned up. 
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Loss/Damage of Personal Effects: No liability will be accepted for loss or damage to your personal property 
whilst on Trust premises whether as a result of burglary, fire, theft or otherwise.  You are advised not to 
bring personal property with you other than that necessary to carry out any duties assigned to you. You may 
wish to provide your own insurance cover for any property you do bring with you to the Trust. Under no 
circumstances must Trust property be removed from the premises unless it is with the prior approval of the 
line manager. 
 
It is strongly suggested that you do not bring anything of value with you to the Trust, as there may not be a 
secure place for you to lock any items away. 
 
Equal Opportunities: The Trust believes in, and actively seeks to promote, equal opportunities.  You are 
required to behave in a professional manner and to treat colleagues, patients, members of the public or 
other staff with dignity and respect. Any discrimination on the grounds of race, sex, religion or belief, sexual 
orientation, disability or age will not be tolerated. You should refrain from inappropriate language, jokes and 
be aware of inappropriate non-verbal behaviour. If you think another member of staff or patient is behaving 
in a discriminatory manner you should raise this with your line manager. 
 
For the Attention of the Line Manager 
 
If a student states that they have an infectious disease which may affect others during their placement the 
line manager and student must contact the OH department for advice prior to being accepted on any 
placement 

 
 

Form of acceptance   
 

I accept this Work Experience placement on the terms outlined.  I have read the handbook and terms issued 
and agree to abide by them.  
 
I have signed and retained a copy of this Agreement. 
 
 
Signed by Work Experience individual:   
 
Please PRINT your Name:  
 
Dated:   
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Appendix G: Certificate Template 
 

 
 
 
 
 

 

 
 
 

 

 
 

This is to certify that 

 

      

 

 

Attended  

 

  

Work Experience 

 

From: 

To: 

 
At  

Portsmouth Hospitals University NHS Trust 
 

 

 


