Oxford Materials: School pupil one-day ‘shadowing’ visit – Staff guidelines

This document is a check-list to cover the administrative and legal/safety aspects regarding school pupils (usually minors) who may visit the Department to shadow a member of staff. Health & Safety Legislation imposes particular restrictions in respect of persons under the age of 18 (http://www.admin.ox.ac.uk/safety/976.shtml) – if in any doubt when conducting the safety / risk assessment please consult the Area Safety Officer (Ms. Linda Curson).
Supervisor to:

1. Send a letter of invitation to the pupil & their parent / guardian (using official notepaper), including a brief programme for the day and a copy of the risk assessment (it is a legal requirement to inform parent/guardian of risks if pupil is under 16 years of age). A signed agreement / consent form (pro-forma attached) must be returned in advance of the visit. 

2.
Conduct a brief, written safety/risk assessment for the visit, to include:

a. COSSH where exposure to chemicals is possible (even if the pupil will not be using the chemicals him/herself).

b. Safety assessment for any equipment to be used.

c. Any general hazards.

3.
Arrange the following:

a. Reception in the Hume-Rothery building should be notified, and contact details for the pupil should be held there for the duration of the visit, together with a copy of the safety / risk assessment (see section 2 above) and the completed agreement proforma.
Contact details should include:

i. Name 


ii. Gender 
iii. Age and date of birth
iv. Home address

v. Home phone number

vi. Contact phone number of parent / guardian (in case of emergency)
vii. School Details: Name of School; Contact teacher at the school (or head teacher); Address of School; Contact phone number of school (direct line if possible)

viii. Name of Supervisor in the Department

ix. Probable work location(s) in the Department & schedule for the day
x. A note of any disability or medical condition

b. The pupil should be met by the supervisor or other representative at reception.

c. Temporary security pass to be issued on arrival.

d. At the end of the visit, request feedback from the visitor. Please pass on this feedback to the SLO.
4. Give the pupil a brief introduction to safety, evacuation and first aid procedures. Any hazards & safety precautions should be clearly explained (see 2 above). Point out the location of the café and nearest water fountain & w/c to the work area.
5. Ensure that the pupil is supervised at all times by a responsible member of staff. The pupil must not be left unattended in a workplace.
6. If a disability or medical condition is noted on the consent form, then brief the Departmental First-Aiders in advance of the visit.

Notes: Dangerous or irresponsible behaviour should result in immediate cancellation of the work shadowing; parents / guardians should then be contacted to collect the students if under the age of 16, or the pupil dismissed immediately if 16 years old or more. Pupils on visits are covered under the University’s legal liability insurance.
Related information: Recommendations for work experience periods (typically 1-2 weeks). School pupils below the age of 15 should not be offered work experience in the Department. Pupils who are not pursuing appropriate A-level subjects or are under 16 years of age should NOT be permitted to participate in scientific projects using University facilities. Pupils under 18 may not work in Departmental workshops. 
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WORK SHADOWING AGREEMENT FORM (May 2005)
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1. Oxford Materials: School Pupil Work Shadowing 

The Department has rigorous health & safety procedures and a work shadowing visitor will be supervised at all times during his/her visit, nonetheless we must point out that this is a work environment and there are inevitably potential hazards associated with a visit to our laboratories and in engaging in practical work. If there is any reason to believe that the visitor named below would not behave responsibly in this environment or there is some medical condition that we should be aware of, it is essential that you let us know of this in the space below on this form:

2. Agreement from visiting Pupil:

I confirm that I will follow all guidance and reasonable instructions given to me by my host or others in authority at the Department of Materials, Oxford University and will behave in a mature and responsible manner whilst on the premises. In particular I will pay careful attention to the safety briefing that will be given. Your signature also confirms that all relevant information as requested in paragraph one of this form has been disclosed in the space above.
Name of Pupil (BLOCK CAPITALS) ………………………………………………………………………………

Signature of Pupil…………………………………………………………………………………………………….

Date……………………………………………………………………………………………………………………….

3. Parental / Guardian’s Consent Form - to be completed if visitor is under 18 years on date(s) of visit
Name of Pupil:







Date(s) of Visit:

Purpose of Visit:

Dear Parent or Guardian,

We are pleased to offer your son/daughter/ward the opportunity to shadow a member of staff in the Department of Materials at Oxford University. An outline of the planned programme is given in the letter of invitation and a risk assessment is enclosed. If you have any queries or concerns please contact the person named in the letter of invitation.
Please sign this consent form to confirm that you give permission for your son/daughter/ward to visit the Department for the purposes set out in the enclosed letter of invitation. Your signature also confirms that all relevant information as requested in paragraph one of this form has been disclosed in the space above and that you have received and read the risk assessment for the activities associated with the visit.

Name of Parent/Guardian (BLOCK CAPITALS)……………………………………………………………..

Signature of Parent/Guardian…………………………………………………………………………………..

Date…………………………………………………………………………………………………………………..

