
OXFORD BROOKES UNIVERSITY
Faculty of Technology, Design and Environment
Professional Placement Registration
(This form is to be completed by the student once an offer has been verbally accepted.  This document must be completed in full and signed off before a placement is formally approved as suitable experience for your degree programme).
	Student Details

	Name of Student
	
	Student No.
	

	Course
	

	Alternative Email 
(non-Brookes)
	

	Mobile Number
	

	Are you a European or Tier 4 (international) sponsored student?
	Yes / No 

	Company Details

	Name
	

	Office/Site Address


	

	[bookmark: _gjdgxs]Company HQ (If different to above)
	

	Main Switchboard Number
	

	Start Date
	
	Finish Date
	

	Length of placement
	
	Salary (and benefits)
	

	Company Contact/Supervisor Details

	Name
	

	Telephone
	
	Email
	

	Job title
	

	

	To gain approval, you must submit, along with this form, copies of:
· Offer Letter or email from the company and copy of Job Description/Outline of Training Programme

And complete the Risk Assessment questionnaire for discussion with the Module Leader or Employability Manager at a placement approval meeting if required.

Approval is given, subject to:
· Meeting specific departmental regulations for placement year
· The Employer satisfying health and safety requirements


	Position approved
	Yes / No
	Signed on behalf of faculty/dept
	
	Date:
	


[bookmark: _GoBack]This form is to be completed in full and returned by hand or via email to Lucy Turner, Employability Lead in the School of Arts – brookescreative@brookes.ac.uk 
		

	Office Use Overall risk profile: 	LOW	  MEDIUM	HIGH

Student Pre-Placement Risk Assessment Form

	Placement Provider
	Student 
	Start Date
	End Date

	Company:

Location:
	Name:
Student Number:
	
	

	Pre-Placement Planning
	Yes
	No
	To Follow
	Notes

	Have you received a briefing?*
	
	
	
	Only need to answer ‘Yes’ to one of these - All students are required to attend some form of a pre-placement briefing with the module leader/Placements Office
*You need to have answered yes to one or more of this list– if No or ‘To Follow’ in all three cases, please contact the Placements Office BEFORE starting your placement.

	Have you received a Heath and Safely Briefing Pack?*
	
	
	
	

	Have you received a Placement Guide?*
	
	
	
	

	Risk Assessment
	Low Risk
	Medium Risk
	High Risk
	Notes / Guide
NB:  Please answer to the best of your knowledge

	1 - As far as you are aware, how would you rate your travel and transportation risks?
	
	
	
	Low: No significant travel. 
Medium: Long daily commute / regular driving / night travel. 
High: Demanding travelling / driving unfamiliar vehicles / driving others. 

	2 - As far as you are aware, how would you rate the location / regional risks?
	
	
	
	Low: UK with no significant local risks. 
Medium: Overseas placements in low risk countries (as per the Foreign & Commonwealth Office).
High: Significant risk of civil disorder / crime / war zone areas.

	3 - As far as you are aware, how would you rate your working environment?
	
	
	
	Low: Office/business environment.
Medium:  Working in industrial / workshop / building site environment with in-house training is provided. 
High: Working with hazards that have the potential to cause permanent injury or fatalities such as operating heavy machinery.

	4 - As far as you are aware, how would you rate the general health and safety risks associated with work place activities?
	
	
	
	Low: No significant health risks.
Medium: Some precautionary measures (such as optional inoculations / medical travel kits). 
High: Mandatory and specific health protection (such as working in very hot, cold or strenuous conditions or compulsory inoculations). 

	5 - How would you rate risks associated with your personal circumstances?
	
	
	
	Low: You have no personal factors that may cause episodes of illness and you understand the role requirements.
Medium: You have personal factors that may require specific adjustment or support during work. 
High: You have personal factors (e.g. health, disability, linguistic or cultural) which may increase the risk of illness or accident.

	6 - As far as you are aware, how would you rate the insurance risks?
	
	
	
	Low: You are covered by the employers’ public liability insurance.
Medium: You are self-employed and this has been agreed by Oxford Brookes University.
High: You are not covered by the employers’ public liability insurance and they do not cover personal accidents.



***If you have indicated a potential HIGH RISK to any of the above please contact the 
Placements Office/Module Leader immediately to discuss***
· I agree to inform the University if I am absent from work for 7 consecutive working days or more (this excludes agreed annual leave)  (If you are subject to Tier 4 regulations, you will also need to sign a separate form)

· If, following commencement I have any concerns regarding any aspect of my placement, I will contact my Placement Tutor 

· I will notify Oxford Brookes University of any changes in my placement (e.g. location, line manager / mentor) 


Signed (Student):……………………………………….	Date:……………………………………….


Last Revised December 2021
