
Placement provider 
HANDBOOK



Thank you for supporting Hartpury by offering 
a work placement to one of our students. Work 
experience is vital to equip our students for their future 
careers. On their placement, we aim for students to 
learn skills and competencies specific to their discipline 
or profession, as well as more general work-related and 
employability skills (time management, team working, 
communication skills etc.).
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The benefits of work experience and placements

 Recruitment opportunities and building talent pipelines

 Fresh ideas

 Staff development

 More engaged workforce

 Engagement with the local community

20% of national employers who offer work experience say it helps them with 
recruitment

THE BENEFITS 
OF PLACEMENTSINTRODUCTION

As we offer a wide range of programmes at Hartpury University and Hartpury College 
it is not feasible to produce a prescriptive description of what a placement should be. 
However, in broad terms, we ask that placements allow students to:

 Become fully involved in the functional work of an organisation and to be   
 considered as a member of the team.

 Receive support and encouragement from the organisation.

 Students must be clear as to who within the organisation has prime responsibility  
 for them. 

 Every student, within their level of competence and training, should have their  
 ability stretched, once you have confidence in it. We ask that your workload and 
 supervision will allow a varied programme of experience, as you would offer to any 
 other employee.

This handbook is designed to provide information and guidance for placement 
providers. If you have any queries or concerns please refer to the contact details section 
at the back of this handbook. 
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 The student will contact you directly to request a work placement and the student  
 informs Hartpury of the placement.

 Hartpury make contact with the employer to determine whether the placement   
 employer meets the criteria. As part of this process the employer is asked   
 to sign the placement agreement.

 The employer is risk assessed which may involve an additional phone call or site   
 visit. Any site visit will be at a mutually agreed date/time between the employer and  
 Hartpury.

 Once the placement is validated the student and the placement provider are   
 informed. Only once the placement is validated can the student start their 
 placement hours.

 Hartpury will ask the students to contact the placement provider to agree start   
 dates and working pattern.

 A member of staff will contact you during the placement to determine how the 
 placement is progressing and answer any queries you may have. Depending on the 
 length of work placement we may contact you on several occasions throughout the 
 placement. 

 You will be asked to complete an induction with the student on the first day of the 
 placement.

 You will be asked to complete an attendance log (timesheet) to confirm the hours 
 the student has worked with you.

 At the end of the placement you will be asked to complete a short evaluation form. 

WHAT TO EXPECT 
PRIOR TO THE 
PLACEMENT

WHAT TO EXPECT 
DURING AND AFTER 
THE PLACEMENT
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Hartpury will ensure that all students receive basic health and safety awareness training 
and further information is contained in their placement handbook. However, this is of 
a general nature and does not include the specific information needed for a particular 
job. No instruction or training provided by Hartury can, or should, substitute for the 
placement provider’s own health and safety induction/training.

Students with a disability may require additional training to take into account any 
workplace adjustments made for them and/or adjustments made to the delivery of the 
training itself. 

Placement providers must provide health and safety induction training for all placement 
students on their first day. The Health and Safety at Work Act 1974 requires employers 
to provide whatever information, instruction, training and supervision as is necessary 
to ensure, so far as is reasonably practicable, the health and safety at work of their 
employees. For the purpose of health and safety, students on work placement are 
considered to be employees. 

The Management of Health and Safety at Work Regulations 1999, identify situations 
where health and safety training is particularly important, e.g. when people start work, 
on exposure to new or increased risks and where existing skills may need updating§. 
This would be applicable to placement students.

It is advisable for placement providers to ask placement students to sign a health and 
safety training record.

Employers are required to supply any protective clothing or equipment needed by the 
student whilst on placement. The PPE at Work Regulations 1992 require that PPE: 

 is properly assessed before use to ensure it is suitable; 

 is maintained and stored properly; 

 is provided with instructions on how to use it safely; 

 is used correctly by employees. 

Where students will be working with specialised equipment they must be fully trained 
in its use. If students are to be prohibited from using any dangerous equipment/
substances, the provider must notify them of such both verbally and in written form and 
this should be reinforced during training sessions.

If a student falls ill or sustains an injury whilst on placement the placement provider has 
a responsibility for ensuring appropriate medical aid is provided and to inform Hartpury 
about the situation. If appropriate they may also need to report the incident as required 
by the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR). 

Risk assessments are a legal requirement under the Management of Health and Safety 
at Work Regulations 1999. Placement providers must make suitable and sufficient risk 
assessments of all the work activities for their employees including work placement 
students. 

Further information on health and safety can be found at www.hse.gov.uk

HEALTH & SAFETY 
GUIDANCE
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Insurance requirements for work placements

The prime insurance liability will always rest with the placement provider.

All placement providers are strongly recommended to inform their insurers of their 
involvement in a work placement(s), to ensure that they have adequate insurance cover 
in place.

In the UK any injury, loss or damage that the student may cause whilst they are under 
the supervision of the placement provider is the responsibility of the placement provider. 
Likewise, any injury, loss or damage suffered by the student while they are under the 
supervision of the placement provider is also the responsibility of the placement provider.

Hartpury requires placement providers to have effective Employers’ and Public Liability 
Insurance in place for the period of the work placement, and that this liability cover 
will apply to a placement student as it would to any other employee at the company 
/ organisation. All placement providers will be required to provide details of their 
insurance cover. 

The Employers’ Liability (Compulsory Insurance) Act 1969 requires that employers will 
have at least the minimum level of insurance to cover claims made against them by 
employees past and present, in light of their responsibility to ensure the health, safety 
and welfare of their employees while they are at work. The minimum level of insurance 
cover required to meet legal requirements is £5 million; however, in practice most 
insurers offer cover of at least £10 million.

Public Liability Insurance will cover an employer against claims made against them by 
members of the public or other businesses, but not for claims by employees. Whilst 
Public Liability Insurance is generally voluntary, Hartpury will expect a placement provider 
to have this insurance in place before a work placement can be approved.

There are certain employers who may be exempt from the 
Employers’ Liability (Compulsory Insurance) Act. They include: 

 most public organisations including government departments and agencies, local  
 authorities, police authorities and nationalised industries;

 health service bodies, including National Health Service trusts, health authorities,  
 primary care trusts and Scottish Health Boards;

 some other organisations which are funded through public funds, such as passenger  
 transport executives and magistrates’ courts committees;

 family businesses, i.e. if your employees are closely related to you (as husband,   
 wife, father, mother, grandfather, grandmother, stepfather, stepmother, brother, 
 sister, half-brother, half-sister). However, this exemption does not apply to family 
 businesses which are incorporated as limited companies. Hartpury would be 
 unable to approve a placement with a business falling into this category that does 
 not have any Employer’s Liability Insurance. 

INSURANCE 
GUIDANCE
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SAFEGUARDING

 Companies employing only their owner where that employee also owns 50%   
 or more of the issued share capital in the company. Hartpury would be unable to  
 approve a work placement with a company falling into this category that does not  
 have any Employer’s Liability Insurance. 

Any employer, who identifies themselves as exempt, will have to provide Hartpury with 
the details, and a copy of the alternative and equivalent arrangements they have in 
place. If required, this information will then be referred on to the Hartpury Executive 
and/or the Hartpury insurers for review before being accepted by Hartpury as adequate.

The main principles of the Hartpury’s insurance provision 
for students are as follows:

 Hartpury shall not be liable for damages or loss howsoever occasioned to   
 students or their personal property either on or off the campus whilst under the   
 jurisdiction of Hartpury, unless this results from the proven negligence of Hartpury. 

 Hartpury has the responsibility for determining the suitability of placement   
 providers. Work placement providers will be checked and, where Hartpury is not  
 satisfied with or is unable to check the standard of health and safety, then the   
 business will not be included in the work placement scheme and the student will not  
 be able to use the business as a placement.

Hartpury requires work placement providers to take all reasonable action to safeguard 
the welfare of students completing placements. 

Where a student’s placement duties involve working with under-18s or vulnerable 
adults, the placement provider is required to fully brief the student on their own 
safeguarding policies and procedures. 

The placement provider is required to report any concerns relating to safeguarding 
immediately to a member of the hartpury safeguarding team (contact details below); 

 Rayna Edwards – Designated Safeguarding Officer  
 01452 702100 ext. 2495  
 07788 148358

 Darryl Hill – Residential Safeguarding Manager 
 01452 702100 ext. 2131  
 07966 901530

 Lesley Worsfold – Director of HR and Residential Services 
 01452 702100 ext. 2459    
 07807 070397
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This document sets out Hartpury guidelines for the management of health and safety in 
overseas student work placements.

USEFUL DEFINITIONS

Placement provider: includes persons, partnerships, companies, institutions and 
organisations providing opportunities to students for work-based learning.

Work placement: a planned period of work-based learning or experience, where the 

learning outcomes are part of a course or programme of study. (DfES 2002)

THE RESPONSIBILITIES OF HARTPURY IN RELATION TO OVERSEAS WORK 

PLACEMENTS

1. To assess as far as reasonably practicable, the suitability of the student for the 
proposed work placement.

2. To assess as far as reasonably practicable, the health and safety management 
arrangements of the placement provider.

3. To ensure placement staff possess an appropriate level of competence in order 
to adequately support both students and placement providers throughout the work 
placement.

4. Notwithstanding clause 3 above, whilst every effort will be made by Hartpury to 
liaise with the placement provider to ensure that sufficient health and safety guidance 
is provided, Hartpury shall in no circumstances be liable to the student for any failure by 
the placement provider to meet the equivalent levels of UK health and safety guidance 
provided. To ensure that the placement provider has passed Hartpury’s Evaluation for the 
Provision of Work Placements.

5. To ensure that the placement provider has entered into an agreement for the 
provision of a work placement with Hartpury, prior to a student commencing a work 
placement.

6. To ensure that the student has acknowledged in writing, their respective 
responsibilities before commencing a work placement and such consent has been 
received by Hartpury prior to the start of the work placement.

7. All placement students must be provided with information on the general 
fundamentals of workplace health and safety, and the principles of its management.

8. To provide the student with a designated person to which they can feedback to 
Hartpury on any concerns, including health and safety, whilst they are on a work 
placement.

9. To establish an adequate support mechanism for responding to identified concerns, 
including health and safety, keeping both the placement provider and student suitably 
informed.

10. To provide reasonable adjustments in support of disabled students participating in a 
work placement scheme.

11. To offer ongoing support and guidance to students and placement providers 
throughout the work placement.

The health and safety of students on placement is paramount and overrides all other 
considerations. A placement will only be officially approved once the relevant paperwork 
has been satisfactorily completed and returned to Hartpury. Please return the paperwork 
directly to the placement coordinator. The paperwork and documentation that needs 
to be completed by yourself and returned to Hartpury are sent under a separate 
attachment. 

GENERAL 
GUIDANCE NOTES 
FOR OVERSEAS 
WORK PLACEMENTS
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OVERSEAS WORK 
PLACEMENTS

Insurance requirements

All placement providers must ensure that their insurance provider is made aware of their 
involvement in the Work Placement Scheme with Hartpury so that adequate insurance 
is in place to cover all of the Student’s working activities, whilst under the supervision of 
the placement provider.

Any injury, loss or damage that a student may cause to others whilst carrying out the 
activities of his or her work placement whilst under the supervision of the placement 
provider, is the responsibility of the placement provider.

Any injury, loss or damage suffered by the student whilst they are under the supervision 
of the placement provider is the responsibility of the placement provider.

Overseas Work Placement Details Form

The Overseas Work Placement Details Form must be completed by the provider for 
every Student they provide a placement to, and must be returned to Hartpury’s work 
placement coordinator (see contact details below). For those placement providers that 
are already registered, the form is used to re-affirm their willingness to uphold all of 
the responsibilities outlined in the Agreement of Responsibility for the duration of the 
student’s work placement.

Overseas Placement provider Agreement of Responsibility

The purpose of the Agreement is to ensure that Overseas Placement providers are fully 
aware of and have agreed to all of the conditions of a Hartpury work placement. The 

Agreement sets out all of the requirements, responsibilities, and obligations involved 
in an overseas work placement. Placement providers should be aware that there are 
clauses in the agreement that request placement providers to provide Hartpury with 
certain documents, primarily insurance certificates and safety certificates. The agreement 
should be completed and signed as appropriate, and then returned with the overseas 
work placement details form.

If you have any questions or concerns, then please do not hesitate to get in 
contact with the Placement Tutor or the Hartpury Work Placement Coordinator on                        
(+44) 01452 702466 or placements@hartpury.ac.uk.
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HEALTH & SAFETY ISSUES / SAFEGUARDING Yes N/A

Introduction to organisation, placement role and key duties explained

Introduction to key staff members and their roles explained

Details of any specific hazards and safety arrangements

Location of welfare facilities (e.g. toilets, kitchen, rest room, showers)

Hours of work and break times explained

Absence and sickness notification process explained

Location of first aid facilities and contact for first aiders

Fire procedures and location of Exits, Assembly Points and firefighting equipment

Accident/incident reporting and location of accident book

Use of/control measures for the use of hazardous substances in the workplace (e.g. COSHH) –  
if applicable

Display Screen Equipment Regulations and associated procedures – if applicable

Manual handling procedures – if applicable

Protective clothing/equipment arrangements – if applicable

Instruction on equipment/machinery you will be using – if applicable

Specific information relating to risk assessments covering tasks to be undertaken

Location of health and safety information and advice

Training and guidance on safeguarding policies/procedures 

Specific disability related induction issues – if applicable

Other issues covered please state:

Signed (Placement provider):

Date:

Signed (Student):

Date:

The following topics should be covered, as a minimum, 
on the first day of placement and confirmed to placement 
tutor by the end of the first week. Details of requirements 
under the headings below are covered within this 
Handbook.

STUDENT PLACEMENT 
INDUCTION CHECKLIST

Student Name:

Programme:

Placement start date:

Who is the nominated contact for Health and 
Safety issues at Placement provider:

Telephone number:

Email address:



CONTACT DETAILS
If you have any queries or concerns please contact a member of the Placements Team:

01452 702566 / 01452 702466  
or email placements@hartpury.ac.uk

In the event of an emergency or serious incident and you need to contact us out  
of office hours please contact the Duty Warden: 07768091041.

Hartpury University and Hartpury College, Gloucestershire, GL19 3BE
t: 01452 702100 | e: enquire@hartpury.ac.uk  
facebook.com/hartpury | @hartpury 

hartpury.ac.uk

“The students were very well prepared for their placement. 
They were both excellent students, with great people skills, 
working alongside other volunteers, member of the public 
and school groups. They were appropriately dressed and both 
were able to use their own initiative and come up with great 
ideas when needed. We have now taken Issac* on as 
a member of staff.” St James City Farm


