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Example Work Experience Code of Confidentiality Agreement and Conditions of Placement
This agreement confirms your work experience placement based at [insert department] at [insert organisation]
The agreement provides confirmation of authority to be on the organisation’s premises for the purpose indicated and should be produced if requested by security staff or a member of management.

	Work Experience Student Name:
	Normal Hours of Attendance: [insert hours]


	Duration of Placement is from [insert date]   to [insert date]

	Responsible Manager: [insert name]   
                    
	Contact: [insert phone number]

	Placement Supervisor: [insert name]                                    
	Contact: [insert phone number]


Other Conditions

Identity:

The organisation requires proof of your identity and must show two forms of photographic personal identification and one document confirming your address or one form of photographic personal identification and two documents confirming their address.
School-aged individuals may find it difficult to provide the required documentation and therefore should provide two passport size photographs and letter/signature from their Head Teacher/Head of Year.

Health Screening:

It is not normally intended that Health Screening by our Occupational Health Department is necessary for short period work experience.  However, the organisation reserves the right to require you to attend for such screening if felt appropriate.  If health screening is required you will be asked to complete a health questionnaire that may be followed by a health interview/examination conducted by the Occupational Health Nurse/Physician.

Clothing:

You will be required to dress appropriately for the area of your placement. You will be advised in this matter as appropriate either before or on taking up your placement. 

Attendance:

It is important that you arrive for work on time every day and are timely in returning after breaks.  

Absence:

If you are unable to attend for your placement for whatever reason you must notify the manager/supervisor (indicated above) as early as possible on the first day of absence, preferably before your agreed start time and certainly within 2 hours of the time agreed. You must phone in on each day you are unable to attend. 
Termination of Placement:
Your work experience placement will terminate on expiry of the agreed period indicated above.  The organisation reserves the right to terminate this agreement without notice before the expiry of period where it is deemed in the interest of the organisation to do so or where your conduct and/or performance is deemed unacceptable.

Health and Safety at Work:

Under the Health and Safety at Work etc Act you have a responsibility to take reasonable care of your own health and safety and that of others who may be affected by your actions or omissions.  The manager of the area of your placement will be aware of any potential risks specific to the work area and where appropriate these will be brought to your attention. It is your responsibility to bring to the immediate attention of your manager/supervisor any aspects of your work experience placement which you do not consider provides the degree of safety which should be expected.

Security Arrangements:

You will be required to wear an identification badge, at all times while on the organisation’s premises. This will be provided by the organisation and must be returned to your Placement Manager on your final day. On the rare occasion that the badge is lost or misplaced you should report it to your Placement Manager immediately.
Personal Property:

The organisation accepts no responsibility for loss or damage to personal property. 

Organisation Property:

Property of the organisation must not be removed from the premises for personal use, nor used for private purposes onsite (including use of telephone services or internet) without prior approval.

Policies and Procedures:

Local policies, procedures and protocols are applied on wards/departments.  These will, where appropriate, be brought to your attention.  You will be expected to comply with the policies etc applied within the organisation and your area of your work experience.

Confidentiality:

During the course of your work placement, you may have access to or hear information concerning the medical or personal affairs of patients and/or staff, or other NHS businesses.  Such records and information are strictly confidential and, unless acting on the instruction of an authorised officer, on no account must be divulged or discussed, except in the performance of work experience activities.  It is also a requirement following the cessation of the work experience placement that confidentiality be maintained.  In addition, records must never be left in such a manner that unauthorised persons can obtain access to them and must be kept in safe custody when no longer required.  When using computer-based information the General Data Protection Regulations must be observed, otherwise breach of confidentiality could result in a prosecution for an offence or action for civil damages. Confidentiality also covers if you see someone you know attending an appointment. You are not able to divulge this fact to anyone. NB: A full confidentiality for people undertaking work experience form should also be completed for your own organisation. 
Equal Opportunities:

The organisations in LLR are committed to providing equality of opportunity and services to all employees and patients regardless of age, colour, race, nationality or ethnic origin, gender, disability, marital status or sexuality.  It is a condition of your placement that you comply with the organisations policy on equal opportunity.

Smoking:

This is a ‘No Smoking’ organisation and you will refrain from smoking anywhere on the premises or in the grounds.

Intellectual Property Right:

It is extremely unlikely that you will be directly involved in any development work during your work experience placement. However, it is appropriate to stress that all inventions, improvements, system developments, enhancements, designs, artistic or literary works made by you in the course of your work experience belong to the organisation where they were made as part of your assigned duties. The organisation reserves complete freedom to decide what action, if any, should be taken in this regard.

Indemnity:

By direction of the Secretary of State, the organisation carries its own indemnity in respect of public liability.  Claims against the organisation due to the actions of work experience students will be dealt with in accordance with those arrangements subject always to those actions being authorised either expressly or reasonably implied as part of the work experience placement.

I confirm that the above named is undertaking a work experience placement as indicated. 

Signed…………………………………………………….…. 

Placment Manager  Name…………………………….......            Date……………………………….………………………..…

(For and on behalf of [insert name of organisation])

Two copies of this document are attached.  Please sign both copies to confirm your understanding of these conditions and intention to abide by them, and bring one copy to hand to your Placement Manager on your first day.

Signed………………………………………………………    Date……………………………
Student Name ……………………………………………… (Parent/Guardian to sign if under age 19)
