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Introduction
Redwood Supported Internship is an effective route to progress towards paid employment for students with SEND on the 6th form ‘Employability’ pathway.  Redwood Supported Internship is a structured study programme based primarily at Rochdale Infirmary and Rochdale Football Club supported by an Internship manager and Job Coaches.  The programme is designed to enable students to achieve sustainable, paid employment by equipping them with the skills they need for work through learning in the workplace.
Our internship programme is a major pillar of our commitment to assist and support students in taking the next step on their journey from education to the world of work. Through a supportive yet confidence-building approach, we immerse our students gradually into the world of work, giving them the skills, they need to work independently while breaking down stereotypes at every stage. Through our tried and tested system, our internship builds on the skills already developed during work experience and pre-internship, including time management, organisation and interpersonal skills that are necessary to secure and accomplish a paid employment role. This programme is student focussed: taking those students with the desire and aspiration to gain a paid employment role and imparting the skills and confidence needed to help them on their journey. 
The main aim of the supported Internship programme is for students to do real jobs and to become work ready in order to be successful in gaining paid employment. To provide the opportunity to develop an understanding in the workplace and understand employer expectations.  Encourage the development of values and interpersonal skills that contribute to success in the workplace. Develop the tools needed and provide opportunities to encourage friendships to enjoy a social life.
Redwood supported internship aims:
· To develop the individual qualities that cultivate a positive attitude to work and develop essential work skills and behaviours, such as money management, problem solving, communication and teamwork.

· Build confidence and self-esteem so that students are empowered to become as independent as possible.

· To continue to develop and nurture critical thinking and decision-making skills.

· To develop inter-personal skills such as problem solving, team building and the ability to follow instructions accurately.

· To understand the importance of Health and safety in the workplace and at home. 

· To further improve on social skills necessary for both work and social environments.

· Continue to encourage students to make individual choices regarding career paths.

· To develop work related skills and knowledge that will promote future personal independence.

· To increase independent travel routes for work and social lives.

· Give students the opportunities to engage with local employers.

· To understand that we are part of a wider community and our responsibilities towards it.

· To have an understanding of money and budgeting.

· To prepare students for adulthood.

· To provide students with the ability to make choices independent of external influences.
Objectives
· To experience up to 3 real work placements in a real working environment.

· To give students a wide range of experiences of employment.

· To develop knowledge and understanding of the world of work through completing real jobs.

· To gain potential job offers.

· To have an enhanced CV.

· To have further developed teamwork and communication skills.

· To have knowledge and understanding of personal and work place safety.

· To develop independence skills for adult life, including cooking basic meals, laundry, money and budgeting, PSHE, functional Maths and English.  

· To develop independent travel skills and confidence in the community.

· To develop personal health and wellbeing, including sex and relationships, emotional counselling.

· Narrow down the type of vocational choice and spend a longer period of time in jobs that are in their chosen areas.

· To gain paid/voluntary employment.

Content and progression
The Supported Internship course offers interns the ability to develop and advance their work related learning skills through the provision of Functional:

· Literacy

· Numeracy

· PSED
· Lifeskills

Key skills are incorporated throughout the sessions and progress is recorded through digital skill sheets.

Interns, work toward improving and developing employability skills that are required in the workplace.  Through the supported internship interns’ progress into paid employment, voluntary employment or college.
Provision
The opportunity for a four-day supported internship work placement is offered to year 14 interns. 

Initial 1:1 job coach support, allowing the interns to have tasks broken down to a level required for them to be able to fulfil the complete job role.

1 day per week leisure and well being day to support individuals’ social requirements.
Intern support and Job Coaching
The role of our Job Coaches is to work with individual interns, working on skills related to performing specific job tasks.  Our Job Coaches also support interns with interpersonal skills in the work place.  

The responsibilities of Job Coaches are:

· Break down work tasks to the correct level for the intern to understand

· Build the work tasks up so the intern can complete the full job role

· Support interns during placements

· Communicate with interns to understand their goals and aspirations

· Assist interns to discover and overcome their personal barriers and set goals for their future

· Assess intern’s strengths and teach them to use them effectively

· Develop interns social and life skills

· Monitor and evaluate progress of interns

The working day (Monday – Thursday)
Interns arrive at the internship at 8.10am for breakfast and social time.  At 9am interns’ complete functional lessons in Literacy, Numeracy, PSHE and Life Skills.  At 10am interns have a break and go onto their work placements.  At 2.30pm they come off placement to discuss overview of their day with the Internship manager and Job Coaches.  3pm is home time.  Friday – Leisure day / Well-being day.
Staffing
	Subject /Area:
	Coordinator responsible:
	Other staff:

	Supported Internship
	Marie English:

Redwood Internship Manager 
	Amy Fenwick – Job Coach

Michaela Else – Job Coach Assistant
Jodie Dyer – Job Coach & Temporary ‘Careers and Futures Advisor’

Sam Greenfield – Leisure day Lead, and Independent Travel Facilitator

Lynda Reddish – Independent Travel Facilitator
Nicola Parkinson – Leisure day TA

Janet Taylor-Hill – Independent Careers advisor


Redwood Supported Internship placements:
Work placements will be offered to interns relating to strengths, aspirations and abilities. Interns will complete a vocational profile looking at past placements, interests and suitability of placements.

In the first instance interns first placement will be completed within one of our internship bases, either Rochdale Infirmary or Rochdale Football Club where they can be assessed with a more comprehensive approach.  Interns will be taught independent travel from each internship base and to individual placements.
Management and co-ordination
Approval of work placements is the responsibility of Redwood Supported Internship and all placements are managed by the Internship. They can be sourced through a number of different methods including extensive networking, school contacts, personal contacts or external provider contacts, e.g. Positive Steps.  National legislation from the HSE and the DfE will be followed to ensure the health, safety and safeguarding of interns whilst on Redwood supported internship. The school only authorises placements which meet our safeguarding requirements.
Monitoring and evaluation
All interns who access the internship programme will be asked to evaluate and reflect on their experiences immediately after they return from their placements every afternoon.
Whilst on placement, progress will be tracked using a job analysis, based on what job coaches and staff observe.
Fortnightly meetings with manager to see how progression can be made.
Interns complete mid and end of term Self Evaluations forms.
Individual work managers/supervisors complete individual competency sheets at mid and end of rotation. 
Process
After discussions with interns, parents, job coaches and completing the 

Vocational profile, interns are provided with a supported internship placement based at either Rochdale Infirmary or Rochdale Football Club.  Once a placement has been secured the following process takes place. 

A meeting with the placement manager is arranged so that all necessary paperwork can be completed including:
· Ensure specific interns information packs are discussed with manager and buddy.

· Health and Safety risk assessment specific to the individual.
· Job Analysis completed.
· Public liability insurance check

· All individual Health and Safety requirements and individuals needs are discussed including specific medical/disability information.

A meeting is arranged with Job Coach and Intern to meet manager and buddy that the intern will be working with to go through:

· Tasks/ requirements of job role

· Start and finish times

· Health and Safety induction

· Tour round place of work

· Expectations of intern and expectation of employer

· Dress code

Beginning of placement
· A job coach is allocated to support the intern 1:1 until the intern can complete work tasks independently and the buddy and manager feel they can take over the intern’s support.
· The intern will complete the health and safety induction of the company with support from the job coach to ensure they understand the expectations.
· The company manager and/or buddy will be given the intern contact sheet, this includes Intern managers and job coaches contact details, School contact details, students full name and date of birth and any medication the student is taking.   This sheet will be returned to the internship at the end of the placement.
Safety considerations
Interns on placements are treated as employees for health and safety purposes. The placement provider has the same duty of care to the interns as it does to its own employees.  The placement must ensure that any young person is protected from any risks which are a consequence of their lack of experience or an absence of awareness of existing or potential risks or the fact that a young person has special educational needs and/or disability.  An employers’ existing workplace risk assessments may already cover the risks that interns may be exposed to. Their existing Employer’s Liability Insurance will cover such placements. 
A full risk assessment will be completed by Internship staff prior to the interns attending the placement.  A Job analysis and Health & Safety form will be completed covering key contacts, job specific working arrangements and requirements, job descriptions and health and safety considerations (See Appendix 1).  A workplace Risk Assessment and risk management strategy document is also completed which summarises control measures recommended in the risk management strategies carried out for the particular job role as identified on the front of the form.  (See Appendix 2). On the first day on placement interns will go through a comprehensive Induction process, covering emergency procedures, welfare, accidents and first aid, personal protective equipment and health and safety information.  The induction checklist will be completed and signed by the intern and job coach (See Appendix 3).
Leisure Day (Friday)
Each Friday the interns attend leisure and well-being day.  Whilst researching internships it soon became apparent that most internships were solely work orientated, with little or no emphasis placed on social skills.  We found that many young people with learning difficulties experienced major difficulties in the social arena.  Statistics have shown that 70% of young people with learning difficulties report having major difficulties with peer’s compared to just 15% of non-disabled young people.  In many cases learning difficulties can actually cause social rejection.  
As we know from working in Redwood, when you ask our young people what they have done over the weekend their responses tend to be limited to staying in or shopping with family.  It’s rare to find any of our young people who have met up with friends and socialised.  Because of the high degree of social interaction required in the work place and general life, we felt the lack of this impeded upon their overall progress and performance.  
Whilst the primary goal of the internship is obtaining paid employment for our interns, we recognised that we also need to improve the intern’s social skills and well-being.  To support the interns to develop the skills needed the well-being and leisure day was created.
Each Friday working as a group our interns plan an activity, ranging from simple activities such as meeting up for a coffee up to much more complex activities such as organising their Christmas night out.  All this information is individually recorded in their ‘Passport to Leisure’ booklet for them to keep and refer to for future reference.  They cover all aspects of the event, such as booking the activity, timings, organising their money, transport plans and even what to do if their plans go wrong.  All this planning is individual to each intern, dependent on needs and ability.  Alternative strategies are put into place to help support interns to succeed in every aspect of the planning process. Examples of such strategies may include sourcing information from the necessary people if an intern has a low level of reading and alarms set on phones to know when to set off if interns can’t tell the time.  These strategies remove barriers from interns to promote independence and teach interns critical lessons in safety and responsibility.  
Whilst these leisure days focus on non-work-related fun activities, it develops useful skills which we have found our interns often lack.  It teaches how to work in teams, problem solve, organise and plan independently, budget and resolve conflict; these are important life skills which will assist them in their everyday lives going forward, both inside and outside the work-place.
Objectives of leisure day:
· Interns to be able to plan activities independently.  
· To produce an individual work book to act as a ‘reference point’ for planning future social, leisure events with current peers
· To build up socialisation skills.
· Interns to be able to engage in social occasions with friends after school and weekends.
· Extend independent travel routes
· Have a good knowledge of various leisure day activities, clubs, meeting places etc.
· To build up confidence in using the phone to book various activities.
· To be able to manage own account sheets for leisure day on a weekly basis.
· To judge Appropriate clothing for activities and the time of year.
· What the requirements of the day are e.g. if over lunch time are they bringing extra money? or is there a café where they are going? – thinking for themselves.
· This is all work which is covered in the Activities that make up leisure day.
Safeguarding for leisure Day
To ensure the safety and well-being of interns during their leisure day, a set of safety procedures will be followed:
1. Planning template:  Interns will be required to plan their leisure day using our designated planning template.

2. Pre-Leisure day briefing:  On Thursday morning, all interns will receive a reminder regarding their planned activities, including meeting locations and times.

3. Whatsap- message:  A WhatsApp message will be sent out to remind interns of meeting location details and any other pertinent information.

4. Verbal confirmation: A job coach will individually speak with each intern to confirm their understanding of their specific leisure day plans and requirements.

5. Phone availability:  Interns are required to keep their phones on at all times during their leisure day.

6. Regular phone checks: Staff will periodically check the 3CX phones for any missed calls or messages from interns.

7. Accountability check: Once all the interns are accounted for, the leisure day lead will contact Marie English, the internship manager, to confirm that all the interns have been safely located.

8. Registration:  Marie English will subsequently ring Redwood with register details, confirming their attendance and participation in leisure day activities.

Interns will also follow the guidelines and expectations laid down in the These procedures are in place to help ensure that interns are well-prepared, informed, and accounted for during their leisure day, prioritising their safety and overall experience.

Social Events
There are a number of social events organised by the interns at key points of the year.  These events are essential for students to attend as it provides interns with opportunities that they will experience during the world of work such as office parties, Christmas parties and work-based social events.
Interns attend these events on their own accord and will take responsibility for themselves and their actions along with their parents.  Staff will always be in attendance during these events, though will not be responsible for the students conduct, behaviour, and/or safety.  
To support the interns, staff teach them how to organise transport arrangements to and from the various events.  Even though staff support the booking and organisation of transport and logistics, interns and parents are aware that internship staff are not responsible for transport whether they have supported in its arrangement or otherwise. 
Outside of school / internship hours, these social events are not classed as educational visits.  As such, there are events where interns have the opportunity to purchase and consume alcohol, during a visit to a restaurant, pub or theatre for example.  Internship staff offer advice and guidance in relation to the sensible consumption of alcoholic beverages.  After parental permission has been granted, it is made clear to interns and parents that the responsibility is on themselves for what they drink.  Parents are strongly advised to have this conversation with them before they attend.  

These social events are an invaluable and enjoyable experience which supports the internships mantra of ‘preparing for adulthood’ and teaches interns to enjoy their social events / work do’s responsibly.
Residential Visits

Residential visits are an important part of the internship experience and for interns who have worked on placements during the year we are committed to ensuring that, regardless of their needs and abilities, interns have access to a week’s residential during their internship.  Pre-Covid this was abroad and we are looking into revisiting an abroad residential. 

When planning for a residential visit internship staff must follow the ‘Educational / Residential Visits Planning Chronology’ (Appendix 5).  These visits must be planned at least a month in advance as they require approval from the Headteacher and the Local Authority.  

Staff from the internship will support students during residential, including overnight stays.  TOIL will be offered to staff that stay overnight at residential visits. This will be given as ½ day per night stayed. As this time is technically ‘on duty’, staff are reminded that appropriate behaviour is imperative, including being a role model to the young people.  

Below sets out expectations for staff during residential visits – Further Guidance can also be found in the Educational Visits / Learning Outside the Classroom Policy. 

The role of the named residential leader must be recognised as the decision maker whilst away, regardless of role in school. Anything they deem appropriate must be adhered to by all staff including any aspects of supervision. 

Staff who are not included on risk assessments may not stay in residential accommodation unless a specific change is authorised by the EVC/headteacher.

All interns are over the age of 18 so alcohol may be responsibly consumed by interns and/or staff on residential, agreed with the headteacher. Interns are permitted to purchase and consume alcohol, during a visit to a restaurant, pub or theatre for example.  Internship staff offer advice and guidance in relation to the sensible consumption of alcoholic beverages.  Written parental permission is always sought before the residential takes place and it is made clear to interns and parents that the responsibility is on themselves for what they drink (Parents are strongly advised to have this conversation with them before they attend). The policy for staff smoking will remain as the whole school policy. 

All Staff attending the residential are reminded to read any comments made by parents in residential student information forms for students in their direct care, in order they familiarise themselves with any specific details. These will be held in a specific folder in the O drive. 
Registration
Due to the nature of ‘real work’ for interns, there are occasions when some interns go straight to work, therefore we may not physically see them in the morning or afternoon.  During these instances Marie will ring internship placements and speak with work supervisors/buddies to check that interns are on placement working.  Marie then informs repro (Carol Cain) who amends/marks the internship register.  This can on occasion result in the register being late. 
Use of staff cars
During the internship (and pre-internship) it is often necessary to transport students in staff cars, either when being picked up / collected or dropped off at either end of a journey/placement.  Staff are only authorised to use their own cars to transport pupils if they have submitted their up to date driver’s license, fully-comprehensive insurance policy in their own name and MOT documents to the Business Manager.  This needs to be done on an annual basis as and when MOT’s and Insurance are renewed.  In order for Redwood to check an employee’s driving licence to see if they have any points or to check their eligibility to drive certain vehicles, The DVLA enables staff to check their driving licence information through the Gov.uk site. Staff will need to input the following information

· Their driving licence number

· Their National Insurance number

· The postcode as displayed on their driving licence

After inputting this information, the staff member will be able to see all of their licence details. This includes their current driving status, expiry date, the vehicles they’re entitled to drive, any penalties, and more.  This information needs to be printed or emailed to the Business Manager.

The main office will keep a record of these documents and a list of staff eligible to transport students will be available for reference.Redwood has its own ‘Business Use’ motor insurance policy which covers staff whilst transporting students. 
The conduct of staff will follow the guidelines in the lone working policy and the ‘Use of Staff cars Event Specific Risk Assesment (Appendix 4).  During instances of high Covid rates, (following consultation and approval) with the Headteacher the Covid Risk Assesment may be followed (Appendix 5).  Internship staff can complete a mileage claim form (Appendix 6), which will be emailed by the ITT’s to the Assistant Headteacher responsible for the Internship (Simon Alcock) who will approve (or otherwise).  This form will then be sent to the Redwood pay email address redwoodpay@redwood-school.com.

Internship staff are trained to safeguard students within their care at all times.  They have had training in BISC (Basic Introduction in Safeguarding Children) and have read through the latest documentation, ‘Keeping Children Safe in Education’.  If any safeguarding issues are raised during any point of the internship, staff will speak to a member of the safeguarding team to discuss and seek appropriate advice.  
School buys in to the RMBC ‘annual school journey’ insurance policy scheme.  All outdoor education, visits and offsite activities, irrespective of location, duration, day trip or UK residential visits are covered by the said policy.  All participants, staff and pupils, are also covered.

Pre-Internship

The pre-internship program is designed to serve as a foundational step for our students aiming to transition onto our full internship program.  Our primary objective is to equip our students with the essential skills and knowledge that will enhance their readiness for the full internship program.  By engaging in the pre-internship, students can lay the groundwork for a successful internship program giving them a strong foundation before entering our internship program and then onto employment.  Students are identified through consultation with Pastoral Leads and Assistant Headteachers from the Year 13 MSB Co-hort and the former Accelerated Learning Pathways.  Identification based on feedback from staff, aptitude and willingness to work and levels of Independence.
Key points for the pre-internship are:
Skill development and work readiness
One day per week, pre-interns will engage in placements supported by our job coaches. Over the course of a year, they will experience placements in three distinct areas of industry, providing them with a comprehensive understanding of the diverse areas of work.
The focus is on honing practical skills that are directly applicable to real job scenarios and to provide hands on training to bridge the gap between academic learning and workplace demands supported by our professional job coaches.
Understanding workplace dynamics:
We aim to provide pre-interns exposure to the working environment so they get a better understanding of organisational structures and processes.

Whilst on placements pre-interns interact with managers and work colleagues to gain insights into the expectations of employers.
Friendship and social development:
We encourage pre-interns to interact and form social connections with work colleagues.  During the pre-internship program, pre-interns will gain knowledge and insight into effective interaction, as well as the cultivation of social communications skills with manager. Work colleagues and the formation of new friendships.
Process of the pre-internship program:
During their time on the pre-internship program pre-interns will complete sessions to familiarise with the program objectives.

They begin their vocational profiles and have individual goals tailored to them so they can begin to work on their individual goals and aspirations.

They begin independent travel to the individual internship bases.

They complete B-tec focussing on specific skills relevant to their chosen industry.

They are provided with practical exercises to re-enforce learning.
Assessment and feedback:
Students are regularly assessed in their progress their own CPD and Redwood internship evaluations.

Constructed feedback is given on a regular basis to guide further development

Redwood has a robust pre-internship program giving our students enhanced confidence, skills and and a deeper understanding of real paid employment increasing the likelihood of continuing onto the full internship program, and increasing their likelihood of securing and succeeding in paid employment.

Internship Destinations
We have incredibly impressive results each year as a result of the quality provision offered on the supported internship.

	Year
	Number of students in cohort
	Paid Employment
	Voluntary Employment
	College
	College and Voluntary Employment
	Other

	2013 – 2014
	7
	3
	0
	4
	0
	0

	2014 – 2015
	8
	5
	1
	2
	0
	0

	2015 – 2016
	8
	5
	1
	1
	0
	1

	2016 – 2017
	7
	1
	1
	1
	1
	3

	2017 – 2018
	7
	3
	0
	0
	2
	2

	2018 – 2019
	7
	3
	2
	2
	0
	0

	2019 – 2020
	6
	3
	0
	3
	0
	0

	2020 – 2021
	11
	8
	1
	2
	0
	0

	2021 – 2022
	16
	8
	5
	3
	0
	0

	2022 – 2023
	6
	5
	1
	0
	0
	0

	Total 

2013 - 2023
	83
	42
	14
	18
	3
	6

	Total (%)

2013 - 2023
	83
	51%
	17%
	22%
	3%
	7%


	2013 - 2023
	2022 - 2023

	51% Gained Paid Employment (42)
	83% Gained Paid employment (5)

	17% Gained Voluntary Employment (14)
	17% Gained Voluntary employment (1)

	68% in Employment (56)
	100% in Employment (6)

	
	

	25% continued education at College (18)
	

	7% Other Pathways (NEET - 6)
	0% Other Pathways (NEET) (0)


Overall outcomes over the past 10 years.  Out of 83 interns - 

· 42 interns have gained paid employment (51%)
14 interns have gained voluntary employment (17%)
· 56 out of 83 interns therefore went into employment (68%)
· 18 interns went onto further education (25%) (3 others worked voluntarily and went to college).
· 93% of interns transitioned into employment or college
6 interns took other pathways (7%)

           Redwood Supported Internship


Intern Name               

Name of Company:



Address:
………………………………………………………………

………………………………………………………………
Telephone No:



Contact Name:



Position in Company:



Workplace Address:



If different

	JOB ANALYSIS


Department:
       


Job Title:
       


Purpose of Post:     


Manager:
      


Supervisor:
     


Date of Visit:
    


Carried Out By:
    


	JOB SPECIFIC WORKING ARRANGEMENTS


Hours worked (weekly)    


Shift patterns (if appropriate)

	Hours
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Shift 1
	
	
	
	
	
	
	

	Shift 2
	
	
	
	
	
	
	

	Shift 3
	
	
	
	
	
	
	


	


JOB DESCRIPTION SUMMARY:

Include all core and episodic routines and all job related tasks in the order they are carried out
	Use the space below to flag-up any areas that are critical to the job, e.g. 

	

	· Targets

· Timings

· Pace/productivity

· Concern for quality

· Date Mastered



	
	

	PLEASE ATTACH A COPY OF THE JOB DESCRIPTION IF THERE IS ONE


SPECIFIC REQUIREMENTS IDENTIFIED BY THE EMPLOYER:

(Tick only critical items.  Fully describe the extent of the demand)



TRAINING CONSIDERATIONS 

	HOW DOES THE COMPANY TRAIN AND INDUCT NEW STAFF?

	

	WHO IS RESPONSIBLE FOR INDUCTION AND TRAINING IN THIS POST?

	

	EXPECTED TIMESCALE GIVEN BY COMPANY FOR EMPLOYEES TO LEARN THIS JOB:

	

	POTENTIAL ADJUSTMENTS AND ADAPTATIONS THAT CAN BE MADE

	

	AVAILABILITY OF BUDDY SUPPORT

	



	
THE ‘CULTURE’ OF THE WORK SITE:

	  Employee Social groups and non-work activities:



Unwritten rules unique to the setting:



Special terms/jargon used at work site:


  Relevant co-workers / Supervisors:  Buddy/ Job coach







	
EQUIPMENT TO BE USED:

	


	
MATERIALS TO BE USED:

	


	HEALTH & SAFETY:

	Has the H&S (Part 1) been completed?


Yes (
No (
Appointment date for H&S (Part 1) check :



Is a Client Specific Risk Assessment required now?

Yes   (
No  (
(Answer YES if a possible client has been identified for the position)

Appointment date for Client Specific Risk Assessment:


Is a CRB check required?



Yes   (
No  (
CRB check required if the employee will come into contact with vulnerable adults / children whilst undertaking their job.
	If the checks have not been carried out arrange a date when this can be done.

Document on form and prompt on the database




1. Has the owner/occupier provided:





Yes
No
Means of escaping in the event of a fire,

(
(
clearly identified and kept clear?


Means of fighting a fire?


(
(

Are fire extinguishers regularly maintained?
( (
Where a NO has been entered against any of the questions document agreed actions on the recommendations page and agree a review date.

2. Will the employee be required to work ‘at height’?



A place is deemed  ‘at height’ if a person could be injured falling from it.








Yes
No





(
(
If  ‘YES’  what arrangements exist  to train those who will be working at height how to avoid falling, and how to avoid or minimise injury to themselves should they fall.  If no arrangements are in place enter as an action on the recommendations page and agree a review date.




1. Employers are required to make adequate provision for any disabled people with special needs who use or may be present at their premises.

2.The Work at Height Regulations 2005 apply where there is a risk of a fall liable to cause personal injury.  Employers should do all that is practicable to prevent anyone falling:

· Avoid work at height where possible

· Use work equipment or other measures to prevent falls where they cannot avoid working at height; and

· Where they cannot eliminate the risk of a 
fall, use work equipment or other measures to minimise the distance and consequences of a fall should one occur.
For more information see Work at Height Regulations www.hse.gov.uk 

3.Hazardous substances (eg Chemicals, Dust, Fumes etc)


Will the prospective employee be expected to use:



Yes
No


Chemical substances

(
(

Compressed air/gas

(
(

Flammable liquids/gas

(
(

Are any special ventilation arrangements 
required for fumes/dust

(
(


If the answer to all questions is NO go to next question.


If any questions are answered YES, Check whether an assessment under the COSHH Regulations has been carried out?



Yes
No





(
(

If YES ; Ask to see a copy of the assessment.  


 Ensure that where a risk is identified as significant, details of control measures implemented and actions needed to control hazardous substances are recorded.  Give details below if applicable:

If NO, enter the completion of a COSHH assessment as an action  on the recommendations page of this document and agree a date for reviewing the action.  



3.COSHH – Control of Substances Hazardous

to Health Regulations 1999

COSHH Assessment recording –keep a record of the main findings of the assessment unless they are so simple that they can be easily recalled.  


For more information see HSE booklet  ‘COSHH a brief guide to the regulations’  

at; http://www.hse.gov.uk/pubns


4.Will the employee be required to use a VDU for a significant part of their normal work? (see definition*)


Yes
No?


(
(
If YES  - Has a Risk Assessment been carried out


Yes
No?


(
(

If a risk assessment is required but has not been carried out enter as an item on the recommendations page of this document and agree a review date.

5.Will the employee be required to carry out  manual handling as a significant part of their normal work?
or 
Is a substantial amount of manual handling undertaken as a one off?


Yes
No?


(
(
If Yes, is there evidence of a *manual handling risk assessment? 

*This can form part of a workplace risk assessment

Yes
No?


(
(
If No, Remedial action should involve the employer carrying out a workplace manual handling risk assessment which should be entered on the the action plan at the end of this form.

4.
The Health & Safety (Display Screen Equipment) Regulations 1992 requires employers to minimise the risks in VDU work 


by ensuring that workplaces and jobs are well designed.

Definition;
The regulations apply where staff habitually use VDUs as a significant part of their normal work.  (Where use is more or less continuous on most days).  The regulations apply to laptop and notebook computers – where these are used continually for long periods.


As a minimum:
People who use VDUs only occasionally are not covered by the regulations but employers still have general duties to protect them under other Health & Safety legislation

Risk Assessment is a legal requirement under Section 3 of the Management of Health & 

Safety at Work Act. Any individual  who uses a computer should have a specific DSE risk assessment  undertaken on them which should analyse workstations and assess and reduce 

the risks to the individual.

For more information see HSE booklet ‘Working with VDUs’ at www.hse.gov.uk/pubns
5. The Manual Handling Operations Regulations

1992 (amended 2002) requires employers to:

· avoid the need for manual handling, so far as

 is reasonably practical

· assess the risk of injury from any hazardous manual handling that cannot be avoided

· reduce the risk of injury from hazardous manual handling so far as is reasonable practicable


For more information see “Getting to Grips with Manual Handling – A Short Guide”

www.hse.gov.uk




ENVIRONMENTAL HAZARDS
6.Is there adequate/safe access to and from the building, eg loading bay

Yes
No




(
(



7. Are there any hazards posed by:




Yes
No


Scaffolding

(
(

Ladders

(
(

Mechanical movement (fork lift trucks, etc.)
(
(


8. Are there any areas that are restricted


due to particular dangers

Yes
No


eg electrical appliances
(
(

9. Will the employee be required to operate any machinery?  

Yes
No





(
(


If YES will suitable and sufficient training be given? 
Is completion of this training recorded / certified?  Please give details



If YES, are such machines fitted with guards/emergency stop buttons?
Yes
No




(
(
10. Due to safety reasons, are there:


Any specific tasks or duties that prospective employee will not be allowed to do?
Yes
No





(
(
11. Tasks or duties which can only be done under close supervision?

Yes
No





(
(


FURTHER INFORMATION

12. How will the use of the above item(s) be supervised?
13. Any pieces of equipment or machinery that an individual should not use?

Yes
No





(
(
14. Are hazard warning signs



Yes
No

a) available?

(
(

If Yes;  

b) are they displayed clearly, 
(
(

where appropriate?
15. What specific Health and Safety training will be given?


Manual Handling 
( 
First Aid 
(

Use of Equipment 
( 
Induction
(

Emergency Procedures 
( 
COSHH 
(

Accident Reporting 
(

Employee Responsibilities
(

Safe Working Practices 
(

Other (specify)

FURTHER INFORMATION


EMPLOYEE WELFARE
16. Does the company have adequate:





Yes
No


Toilet/washing facilities?

(
(

Locker room facilities?

(
(

Canteen/eating facilities?

(
(
17. Will the employee require:




Yes
No

     
 Protective clothing?

(
(

Safety equipment?

(
(
If the answer is Yes, who will be responsible for issuing and checking clothing/equipment?

18. FURTHER INFORMATION
16.Suitable and sufficient rest facilities should be provided at readily acessible places where food is eaten 

Suitable seats should be provided for workers to use during breaks. Seats / desks in work areas can be considered as eating facilities provided they offer a clean environment and there is a suitable surface on which to place food. 

Eating facilities should include a facility for preparing or obtaining a hot drink.

Where hot food cannot be obtained in, or reasonably near to  the workplace a facility should be provided  with the means for heating food.

17. Overalls
(
Footwear
(
Gloves 
(
Respirator
(
Eye Protection
(
Head Protection
(
Other (specify) 



State below what follow up action is required and enter target dates for meeting the criterion.

Attention should also be given to any aspects of Health and Safety that require special consideration due to disability, condition or medication.  This must be fully discussed with the company and any action points agreed and documented.  (Please attach a separate sheet if required).

	Action Required
	By Who
	Target Date
	Completed

	 
	 
	  
	


Agreed: 

Dated: 


Completed: 

Dated: 


	Action Required
	By Who
	Target Date
	Completed

	
	 
	
	


Agreed: 

Dated: 


Completed: 

Dated: 


	Action Required
	By Who
	Target Date
	Completed

	
	
	
	


Agreed: 

Dated: 


Completed: 

Dated: 



Name of Company:  ………………………………. has been appraised for its Health, Safety and Welfare arrangements as outlined above.

The appraisal is based on the evidence available as observed and discussed today: 


Company Representative Signature: 

Date: 



Print: 




 Position: 


Employment Service Representative: 

Date: 



           Print: ………………………….    

DISCLAIMER
The Provider will make every endeavour to provide employers with accurate and up-to-date information and guidance relating to Health & Safety good practice and legislation.  However compliance with Health & Safety legislation remains the sole responsibility of the Employer

DATA PROTECTION

We maintain a Register Entry in respect of Supported Employment, which includes the information on this document.  Personal data provided by you on this form is treated in confidence and complies with the requirements of the Data Protection Act 1998.

FOR OFFICE USE

*
It is recommended that the above named company should be APPROVED as a provider of training.

*
It is recommended that the above named company should be APPROVED as a provider of employment.

* Delete as appropriate

Signature: 

Date: 


(Manager)




       Redwood Supported Internship

Name of Company:


Name of Client:

Work Activity:


Date of completion of form:


Full Internship 

Pre-Internship   

Job Trial

Work experience

Work Taster
Risk Assessment

· Risk assessment should be carried out by the Employment Officer in conjunction with the employer (or authorised representative) and agreed with the client

· Risk reduction measures and associated timescales should be documented
on the Placement Risk Assessment

Risk Management

· A Placement Risk Management strategy should be completed where the 
placement risk assessment has identified a Medium risk associated with
Major Injury/Harm and the outcomes / appropriate revisions should be added to the placement risk assessment

Please tick the relevant box if additional Risk Management Strategy assessments have been carried out:

	Manual Handling
	
	COSHH
	
	VDU
	
	OTHER

(Please state)

	
	
	
	
	
	
	


	Likelihood
	Severity

	
	Minor injury
	Lost time injury
	Major injury/Harm
	Fatality

	Very unlikely
	Trivial
	Trivial
	Low
	Low

	Unlikely
	Trivial
	Low
	Low
	Medium

	May happen
	Low
	Medium
	Medium 

(Risk management form required)
	High

	Likely
	Medium
	Medium
	High
	High

	Very likely
	Medium
	High
	Intolerable
	Intolerable


For either of the scales used, the following matrix can then be consulted to decide on any further action necessary.

	Risk level
	Action and timescale

	TRIVIAL
	No action is required and no documentary records need to be kept.

	LOW
	No additional controls are required.  

Consideration may be given to a more cost-effective solution or improvement that imposes no additional cost burden. 

Monitoring is required to ensure that the controls are maintained.

	MEDIUM

Less than 
Major Injury / Harm
	Efforts should be made to reduce the risk, but the costs of prevention should be carefully measured and limited

Risk reduction measures should be implemented with a defined time period.

	MEDIUM

Equals 
Major Injury / Harm
	Where the MEDIUM risk is associated with a major injury/harm, further assessment may be necessary to establish more precisely the likelihood of harm as a basis for determining the need for improved control measures. (See ‘RISK MANAGEMENT FORM’)

	HIGH
	Work should not be started or continued until the risk has been reduced.

Considerable resources may have to be allocated to reduce the risk.  Where the risk involves work in progress, urgent action should be taken.

	INTOLERABLE
	Work should not be started or continued until the risk has been reduced.  

If it is not possible to reduce risk even with unlimited resources, work has to remain prohibited.

	OTHER JOB SPECIFIC RISK ASSESSMENTS

	Where the job role involves manual handling, working with hazardous substances or using a VDU for a substantial period you should check the employer’s generic risk assessment and introduce additional control measures if necessary for your client on the grounds of their physical, cognitive or other limitations. 

In the event of a Moderate risk which may result in Major Injury/Harm the relevant risk management strategy should be carried out, i.e.  Manual Handling Risk Management Strategy  COSHH Risk Management Strategy  Display Screen Equipment Risk Management Strategy


	HAZARD AND RISK IDENTIFICATION:

	General/Client /             Specific Hazards
	Severity
	Control Measures
	Likelihood
	Risk level

	
	
	
	
	

	
	
	
	
	


	Required under the Management of Health and Safety at Work Regulations 1999.

	This risk assessment summary includes control measures recommended in all risk management strategies carried out on this job role as identified on the front of this form.

	RISK REDUCTION MEASURES:

1. 

2. 
3. 


	TIMESCALE

 


	Name of Company: 



This risk assessment is based on the evidence available as observed and discussed today.

Agreed and signed.

1. Employment Officer:  




Date: 
 
 

REVIEW DATE:


2. Client/other representative:



(please state relationship to client):


 

3. Company representative:



(Please enter position in company):







DISCLAIMER

	The provider has undertaken this Risk Assessment with a view to ensuring that every reasonable step has been made by the employer to guarantee the safety and well-being of the client in the workplace.  Provider staff will endeavour to support the employer to achieve full legal compliance and optimum safe working conditions in the workplace.  However, it is ultimately the responsibility of each employer to ensure that they are in full compliance with all current and relevant Health and Safety legislation.


	ACTIVITY: (What is the task?)



	FREQUENCY: (How often is the activity carried out)



	POSSIBLE CONSEQUENCES: (What are the critical factors)


	ADDITIONAL CONTROL MEASURES:



	MONITORING ARRANGEMENTS:




The Risk Management Strategy control measures should be included in the Risk Reduction Measures on the Risk Assessment Form.

	Name: 
	
	Job Title:
	

	Start Date:
	
	Department: 
	


	
	Topic
	Yes

	First Day

	
	Emergencies
	

	
	Discovering a fire
	

	
	Risk assessment personal completed
	

	
	Fire alarm sound
	

	
	Fire exits
	

	
	Evacuation procedure (inc assistance for disabled escape) Intern to go with buddy to assembly point and intern staff will locate them when area is safe.
	

	
	Assembly point (Fire / Bomb)
	

	
	Intern profile and risk assessment given to manager
	

	

	
	Welfare
	

	
	Toilets, washing / shower facilities
	

	
	Kitchen / eating facilities
	

	

	
	Accidents & First Aid
	

	
	First aider(s)
	

	
	First aid box location
	

	
	Accident reporting procedure
	

	

	
	Personal Protective Equipment (if applicable)
	

	
	Essential PPE for the task (refer to risk assessment / safe system of work / training needs analysis completed for the position).
	

	
	How to use, store, maintain & replace PPE
	

	
	Reporting procedure for defective, damaged or lost PPE
	

	
	Safe working procedures shared
	


	Intern

	
	 Health and Safety Information
	

	
	Health and safety induction checklist
	

	
	Risk assessment findings (see attached if necessary)
	

	
	
	

	Induction conducted by:


	Intern signature:
	

	Date completed:
	

	Job coach signature
	


Appendix 4
Staff Car Risk Assessment
Independent Travel








Completed by: Simon Alcock



Date: 04/10/23


	
List significant hazards which may result in serious harm or affect more than one person


	
What procedures will we have? (Control measures)


	PARENTS
	STAFF
	YOUNG PEOPLE

	Individual Cars

	Legal requirements
	All drivers will have an appropriate licence and entitlements to drive legally

All drivers will only be driving as volunteers, and there will be no requirement to drive within their job contracts 

The car drivers will be fully insured
	
	x

x

x
	

	Driver error / Traffic accident
	The drivers will be suitably fit and healthy to drive safely and will have suitable experience and training to drive because they meet the following requirements:

 have a full driving licence, with relevant legal entitlements 

 have held a driving licence for at least 2 years 


 have not had past convictions (in the last 5 years) and are not facing impending prosecution for any significant driving offences 

The driver will:

 not drive if feeling too tired or are not fit/healthy to drive safely

 not drive if advised/directed by a medical practitioner not to drive

 not drive if under the influence of alcohol, drugs or medication

 
not use a mobile phone or radio in the minibus unless the bus is stationary or the equipment is fully “hands–free” operated.


 check over the vehicle and familiarise themselves with all operational aspects of the vehicle (e.g. mirrors, driver’s seat position, indicators, windscreen wipers, brakes etc.) before departure

 know and adhere to speed limits and the highway code
	
	x

x
	

	General checks
	The vehicle will be in good order and will be serviced and maintained frequently and regularly (records should be available if requested for inspection)

The vehicle has a current MOT certificate

The vehicle is in safe and good working order

The vehicle has been maintained and serviced regularly (and that records are available if requested for inspection)

The vehicle is fitted with fully operational seat belts

The vehicle is fitted with fire extinguishers and a fully maintained first aid kit

The vehicle has sufficient seats for each member of the group (i.e. group number does not exceed seating capacity of car) so that no seat is shared
It is the responsibility of the driver to:

Check for general damage or defects which could be hazardous

Check that all seats have fully operational seat belts

Check that the tyres have sufficient tread and air pressure

Check that all doors are firmly closed, but not locked

Check that the 
windscreens are clean, mirrors adjusted, all brakes (inc. handbrake), lights (inc. indicators) and washer / wipers operate correctly

Ensure the fire extinguisher and first aid kit are present and correct
	
	x

x

x

x

x

x

x

x

x

x

x

x

x


	

	Before setting off
	Staff will brief group members to stay seated, wherever possible, during journey

Staff will instruct group members to use and fit seat belts correctly at all times during journey

The driver will personally check and ensure that seat belts are fitted correctly on all young people aged 14+ years (duty of care) 

The driver will plan the journey carefully beforehand to ensure that sufficient time is given (allowing for comfort stops, and possible delays) to ensure that there is no pressure to rush

The driver will take account of weather forecasts, traffic reports, and intended rest stops in planning the journey

The route will be planned to avoid high risk situations – e.g. avoid rush hours, narrow/dangerous roads, steep gradients

The journey will be postponed or cancelled if weather or traffic conditions are considered too hazardous
	
	x

x

x

x

x

x

x


	

	During the journey

	A second member of staff will accompany the main driver if possible, or with young people who might be disruptive

The second member of staff will sit with the young people in the back seat in order to maintain good order, ensure young people keep seat belts on, and attend to any needs.  Students to sit in the back of the vehicle where possible.

Male and Female students to sit separately.

If travelling alone with a student then students must sit in the back far left corner of the vehicle to ensure maximum distance from the driver (at least 1/2m)..

  
	
	x

x


	

	Getting in/out of the car
	The driver will choose safe locations, away from busy traffic, for passengers to get in/out of car (e.g. car park, onto wide pavement)

Hazard warning lights will be used if young people are boarding or leaving the vehicle near busy or hazardous sections of road
	
	x

x
	

	In event of accident or breakdown
	The Group Leader(s) will be aware of recommended guidance regarding breakdown/accident procedures

If breakdown or accident occurs, all passengers will be directed to the safest location and all sensible precautions will be taken

If a breakdown happens on the motorway and the vehicle is on hard shoulder in good visibility – ensure hazard lights on, move passengers to seats away from rear and traffic side of car, keep group with seatbelts in car (unless considered unsafe), telephone emergency services;

If a breakdown happens on motorway hard shoulder in poor visibility (e.g. fog), or night and lights not working – when traffic quiet, if considered safe to do so, evacuate group from safest exit in small groups at a time to safe location behind crash barriers – staff must disembark first to supervise group, seek safe refuge/shelter;

If a breakdown happens 
on carriageway – ensure engine has stopped and hazard lights on, check all oncoming traffic has come to a standstill, then evacuate as above
The Group leader should notify Emergency Home Contact and other relevant parties if delayed.

If the vehicle is still on the carriageway ensure that all traffic has come to a stop on the motorway before attempting to get the children out of the car.  Ensure that an adult is the first out of the car so that the children can be taken onto the hard shoulder in small groups and away from the carriageway.

In the event of an accident on the motorway be aware of what other vehicles are involved – especially goods vehicles.  If it is necessary to evacuate, staff should be aware of the wind direction and assemble the party up-wind of the lorry.  However, it may be wiser to keep group in the car.

Call the police.  It is not necessary to call all three emergency services.  If you are not sure of the location, ask the driver, or find the nearest marker post at the side of the motorway.

If fuel is leaking from the car, this will not be a fire hazard but it will make the grass or road surface very slippery.  A further call to the police should be made to inform them of the leaking diesel.

If a fire starts in the vehicle it will most likely start at the rear of the car or underneath in the centre.  If the fire is at the rear get the young people out of the vehicle as quickly as possible.  Remember when exiting the vehicle check that it is safe to exit and be aware of other traffic. 

If any of the above happen on a non-motorway, the above still applies. It may be necessary to enlist the help of the occupiers of premises at the roadside so the group members are completely clear of the carriageway.

If it is only a breakdown and the car is in a built up area and vehicle speeds are relatively slow, it will always be safer for the group members to remain in the car and for them to remain seated with their seatbelts still fastened.
	
	x

x

x

x

x

x

x

x

x

x

x


	

	Traffic / Procedure for late return or Pick up.
	Ensure member of staff has contact details for parents / carers.

Keep parents updated if travelling to or from home if any changes to expected times may occur.
	
	
	


You must also ensure that appropriate persons are aware of any Generic procedures, but these do not need to be repeated here

The activity must only take place if the residual risk following implementation of control measures is deemed to be acceptable

	
Independent Travel Programme
	· Students in training on the Independent travel programme, places them at increased risk and/or potential to spread COVID-19, parent and student informed of this, they will be aware of increased risk and will manage that risk whilst using public transport
· IT Trainer will brief pupils on appropriate behaviour whilst in the Bus Station and on the bus

· IT trainers would normally sit next to students on the first few travel journeys but, as part of our COVID RA we make the family aware that, we may not be sitting near the young person. We will sit behind them wherever possible.
· Staff will ensure that students social isolate whilst on the bus by ensuring wherever possible that students sit on a double seat with no one sat next to them
· Students and staff when using public transport will be encouraged to wear face coverings/masks on public transport and in Bus Stations.

· Students will be touching many surfaces which are used by the general public and students from neighbouring schools on their journey.  Students will be advised not to touch their faces with their hands and maintain good hand hygiene and sanitation at all times.  Students will be asked to sanitize their hands if possible after alighting the bus.

Staff to manage students to ensure they are not exposed to large crowds of people at bus stops.

· All students will know exactly what times and number of buses to get on.  Students taught to ensure that they are sat down before the bus/train starts.  Students to remain seated until the bus/train comes to a complete stop.  Students to leave the bus one at a time and exit the bus/train safely and sensibly.

· IT trainers will make it clear that If the bus is full it is best to wait for the next bus…then encourage them to call/text parents, school, college to explain that they may be late.
Staff will ensure that students sanitize their hands when exiting the bus, at the entrance to the ‘new’ venue wherever possible.



	
	· 

	Alternative working / Staggered starts
	· Need to be flexible especially if travelling at rush hour if possible.

· Prioritise pm journey as likely to be quieter.

· negotiate relaxed times to start/finish to avoid rush hour.

· To avoid ‘busy time training to take place during the school day

· Encourage parents to take larger role.

· Develop introduction to elements of the training that could be delivered online before face-to-face training begins.

· Use conference platforms to get groups of young people together to problem solve and discuss concerns.

· Doing more walking routes, so doing a lot of the learning especially around road safety, without the issues on public transport.


	Existing Independent Travellers using Public Transport
	· Students using public transport to get to REEC, places them at increased risk and/or potential to spread COVID-19, parent and student aware of increased risk and will manage that risk whilst using public transport
Rush hour could mean long waits and compromised distancing. This is a major concern issue.



	PPE
	· Some of our young people would struggle to wear a mask, however they can self-exempt, though we would encourage their use

· As an organisation Redwood would encourage the wearing of masks by all students on IT and IT trainers during high rates of Covid.

· Work undertaken with students and parents, about being around the general public, the majority who won’t be wearing masks.



	Social distancing
	· The 2m/ 1m rule may no longer be in force but we need to risk access and encourage students to follow this

· Students will be taught to react appropriately if other members of the school/public break social distancing conventions

· Students will maintain good social distancing if encountering any other members of the public or other groups from school.  If members of the public are walking towards groups, then step to the side and allow a good measure of distance between both parties.

· Difficulties maintaining social distancing at busy situations: special schools next to high schools and large colleges at Bus Stops / Bus Stations

· Trainers to ensure they maintain social distancing with Independent travelers



	Using Staff cars to Transport independent Travellers
	· Staff to use cars at the discretion of the Headteacher

· Students and staff to sanitise hands and ensure good hand hygiene at the exit of the building prior to entering the vehicle

· Staff and students to wear a face mask during the entirety of the journey

· Students to sit in the back far left corner of the vehicle to ensure maximum distance from the driver (at least 1/2m)

· Windows in the vehicle need to be open to ensure good circulation of fresh air

· Staff and students to sanitise hands and ensure good hand hygiene at the entrance of the destination

·  Portable hand gel to be taken with staff if not available at new location

· Staff to follow lone working policy



	Transition plans
	· Those young people transitioning from high school would normally train over the summer to the new site.

· For some this may be delayed and for others we need to be careful they don't train when it's quiet and find the transition to peak travel in September impossible.  Transition plans currently under review.



	Forms
	· Consent forms to be amended to include working in the present climate and with the dangers of infection.

· Risk assessments will need to also accommodate the new circumstances.

· Independent travel trainers to review all existing paperwork and procedure in light of Covid-19
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                                    Redwood


                   Real Work Project





JOB ANALYSIS


AND


HEALTH & SAFETY 











Sensory/Communication	Comments


(	Vision/Hearing		


		


		





(	Speaking		


		


		





(	Initiative		


		


		





(	Judgement		


		


		


BASIC SKILLS	Comments





(	Reading		


		


		


		





(	Writing		


		


		


		





(	Numeracy		


		


		


		





(	ICT		


		


		


		





		





Physical Demands / Comments


(	Lifting/stooping		


		


		


(	Standing ……………………	


		


		


(	Continuous Movement	


		


		


(	Rapid Movement	


		


		


(	Walking/Running		


		


		


(	Climbing/Heights		


		


		


(	Dexterity ……………………	


		


		


	


	


(	Pushing/Pulling		


		


		


(	Speed of work		


		


		


(	Quality considerations		…………………….		…………………………………	
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WORKPLACE RISK ASSESSMENT


&


RISK MANAGEMENT STRATEGY





Induction Checklist
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ISSUE





HOW TO MANAGE IT
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