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Work Experience- Basic description of duties 


                                                                                                                        . 
Health and Safety:  You have a duty to take reasonable care to avoid injury to yourself and to others by your work activities, and are required to comply with our policies in meeting these statutory requirements.  During induction, you will undertake further training in health and safety. This will include fire safety.  A copy of the health and safety policy is available for inspection. 

Brief Description of Duties: 
	Clinical Work Experience
	Non-Clinical Work Experience 

	· Observation of the workplace and personnel
· Making unoccupied beds
· Tidying linen cupboards
· Cleaning bedside lockers
· Helping to prepare patients for meal times
· Cleaning out wash bowls
· Assisting with serving drinks
· Taking part in group discussions
· Talking to patients/staff/visitors
· Clerical duties
· Learners may undertake general routine clerical duties and may transport routine items between departments.  This must not include the transport of samples, drugs, patient notes or any item which requires communication of technical information to other disciplines.
· Learners must adhere to Health and Safety guidance as advised on induction
· Infection Prevention and Control must be adhered to at all times

Subject to the patient’s agreement, the learner may observe qualified staff but:
· Should not undertake any personal care task
· May assist with mobilisation of patients but not minimal handling tasks for which they have not been trained
· May assist therapy staff
· May assist with general care tasks (but not tasks that may intrude on a patient’s dignity, e.g. toileting, bed baths etc.)
· Must be aware of the restrictions in place regarding observation of body parts
	· Observation of the workplace and personnel
· Answering the phone
· Sorting and searching paper files
· Laminating 
· Filing
· Greeting visitors to the department
· Printing 
· Photocopying
· General clerical duties
· Taking part in group discussions
· Learners may undertake general routine clerical duties and may transport routine items between departments.  This must not include the transport of samples, drugs, patient notes or any item which requires communication of technical information to other disciplines.
· Communicating with other staff
· Learners must adhere to Health and Safety guidance as advised on induction
· Infection Prevention and Control must be adhered to at all times





Duties which must NOT be undertaken are:
· Giving out medicines
· Toileting patients
· Manicure and pedicure
· Bathing patients
· Lifting patients
· Any invasive procedures 
· Any duties with exposure to radiation
· Learners under 18 are NOT allowed in theatres

Key skills required for the placement:
· Keen interest in Medicine/Nursing/AHP roles/Healthcare and the wider Support Team’s roles
· Mature, responsible and accountable
· Good communication skills
· Ability to follow instruction and pay close attention to the rules and regulations of the department
· To be enthusiastic and keen to learn
· Appropriate level of English and Maths
· Awareness of safety and confidentiality issues

Dress Code:
· All learners will be given a Work Experience polo shirt to wear whilst on placement 
· Clean and well presented
· Long hair to be tied back
· Sensible shoes, trainers acceptable (no sandals/ toe exposure)
· No denim
· No shorts
· Skirt lengths must be an appropriate length, trousers are most appropriate
· No nail varnish or false nails
· Minimal make up 
· No jewellery, other than small stud earrings.  Wedding bands may be worn
· No chewing gum
· Learners must wear their identification badge and polo shirt issued by the Trust at all times.
· Bare below the elbow (sleeves to be rolled up on Wards/Departments)

As observers, the following prohibitions and restrictions have been put in place and must be strictly observed:
· The learner must be adequately supervised at all times
· The learner is not required to undertake any tasks for which they are not appropriately trained and which might present a hazard to themselves or others.  Learners are in attendance as observers only and patient permission must be sought
· That the work experience including observation opportunities in no way compromises quality of service or patient dignity/confidentiality
· Learners in clinical areas must never be left alone with patients
· That no access is given to medical records or ward based record systems
· A learner must not take an active role in any of the procedures being undertaken
· If curtains are drawn around a patient’s bed, the learner must not enter
· Learners will not be allowed to observe any invasive procedure e.g. suturing, injecting, blood collecting etc., without the consent of the patient
· Learners must not deliver or help deliver personal care or perform a medical procedure including dressing wounds, or assisting in the delivery of such procedures
· No learner should be placed in an area with other family relatives
· Learners may only be placed in a clinical area with the agreement of the consultant in charge of the patient’s care and/or the senior nurse in charge of the area
· To avoid risk of infection/contamination learners must not handle bags marked ‘clinical waste’ or yellow bags
· Learners will not be expected to undertake any manual handling tasks
· Learners under 18 are NOT allowed in theatres
· Learners must not transport samples, drugs, patient notes or any item which requires communication of technical information to other disciplines
· Learners must not visit areas that are restricted to them (these areas will be indicated on their first day)
· Learners must use the hand soap and hand gel as directed
· Wear appropriate PPE where required

Risks and control measures relevant to duties and environments within this workplace will have been identified by the employer and will be suitably shared with the learner during the placement where necessary

Health issues that may affect the suitability of the placement:
All learners are subject to occupational health screening prior to the placement.  Some conditions/disabilities may ‘limit’ the choice of department in which the learners can be placed 
                                                                                                                         
Any other requirements?
· Learners must attend a Doncaster and Bassetlaw Teaching Hospitals NHS Foundation Trust Induction before attending placement to gain a clear understanding of confidentiality, roles etc. prior to the placement.
· Occupational health checks will be undertaken on all learners which will include – health screening (including if an accident/incident occurs whilst on site), BCG, Rubella/HEAF (if learner is in direct contact with patients)
· The Learner will be required to comply with the Trust’s Health and Safety policy, security procedures and confidentiality requirements
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