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• Added a placement suspension and 

termination process where 
concerns arise. 

• Simplified roles and responsibilities. 
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1. INTRODUCTION 
 
1.1  This policy sets out NHS Lanarkshire’s contemporary approach to work experience. 

It aims to provide safe, inclusive, high-quality work experience opportunities that 
support early career aspiration, widening access to health and care careers, and 
future workforce sustainability, while maintaining patient safety, staff wellbeing, and 
organisational governance.  

 
1.2  NHS Lanarkshire (NHSL) is one of the largest single employers in Lanarkshire and, 

as such, it is essential for the organisation to attract people to jobs and careers in 
tomorrow’s National Health Service and to develop strong links with the local 
community. As an anchor organisation, we create opportunities to experience work 
opportunities that build confidence, strengthen employability and help people take 
meaningful steps towards brighter futures.  

 
1.3 This policy aims to ensure a clear approach to offering work experience that gives 

individuals meaningful opportunities to learn about the NHS and its wide range of 
careers. Work experience can take the form of various activities such as work 
shadowing, work observation, departmental visits and work-related activities. The 
programmes may be delivered ‘on-site’ or via virtual platforms. This policy does not 
provide or cover the full scope and range of access arrangements to NHS 
Lanarkshire.  Work experience should be considered in line with other policies such 
as further or higher education students, formal practice, volunteers or participants 
seeking to undertake research.  Further information for educational placements 
within these areas can be found on Firstport. 

 
1.4 NHS Lanarkshire recognises the importance of inclusivity and as such aims to 

ensure no person or employee receives less favourable treatment on the grounds of 
sex, disability, religion, age, race (including colour, nationality, ethnic or national 
origin), sexual orientation, marital or parental status or other attributes including 
beliefs or opinions such as religious beliefs or political opinions.  NHS Lanarkshire 
is fully committed to ensuring equality and diversity is part of everything it does. 

 
1.5 NHS Lanarkshire aims to ensure that its local community is provided with the 

opportunity to be involved in the future of healthcare services through ensuring 
safety and protection from harm, whilst participating in a work experience 
placement. 

 
1.6  For the purposes of this policy, individuals undertaking work experience may also 

be referred to as ‘participants’ within associated documentation. 
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2. AIM, PURPOSE AND OUTCOMES 
 
This policy aims to provide appropriate management and governance arrangements for 
work experience in NHS Lanarkshire.  It has been developed to enable safe, effective, and 
beneficial work experience provided through a broad range of opportunities.  
 
 
Defining Work Experience in NHS Lanarkshire 
 
Work experience is planned, time-limited opportunity allowing participants to observe, 
shadow, participate in supervised activities, or complete defined projects to gain insight 
into NHS roles, culture, and career pathways. Work experience does not constitute 
employment or regulated practice learning. 
 
What is not considered as Work Experience (Exclusions)The following are not defined 
as work experience under this policy:  

• Pre-registration clinical placements governed by Public Services Delivery Scotland 
(PSD Scotland)/HEI agreements 

• Paid employment (including bank and fixed-term roles) 
• Volunteering governed by Volunteer Services policy 
• Mandatory statutory placements 
• Research and Development (Honorary Contracts) 

 
How Work Experience may be provided within NHS Lanarkshire  
 
NHS Lanarkshire offers a wide range of work experience opportunities through different 
models that include the following:  

• Insight-Based Experience 
• Observation and shadowing  
• Project-Based Experience 
• Discrete supervised tasks (e.g. audits, service improvement) 
• Programme-Based Experience 
• Structured cohorts (e.g. school pathways, summer schemes) 
• Experiences focused on NHS values, teamwork, and culture 

 
This policy aims to ensure that Work experience opportunities within NHS 
Lanarkshire will be: 

• Safe – with proportionate risk assessment and safeguarding 
• Inclusive – aligned to Fairer Scotland and widening access ambitions 
• Meaningful – providing insight into roles, values, and future career opportunities  
• Consistent – delivered within a clear governance framework 
• Proportionate – balancing learning opportunity with service impact 
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3. SCOPE 
 
Who is the Policy intended to Benefit or Affect? 
 
This policy applies to all work experience activity hosted by NHS Lanarkshire across 
Clinical, Corporate, Support Services, and Primary Care settings where NHS Lanarkshire 
holds responsibility. 
It covers: 

• School-aged learners 
• College and university students not on regulated placements 
• Career changers and returners 
• NHS Lanarkshire facilitiated Employability programmes  

 
It does not replace policies governing regulated professional placements, pre-registration 
clinical education, internships, volunteering, or paid employment. 
 
This policy provides guidance to NHS Lanarkshire staff and on-site contractors on the 
management of work experience requests. It sets out the arrangements for offering work 
experience opportunities and the requirements for ensuring requests are handled 
consistently and in line with organisational processes.  
 
All work experience opportunities must be approved in advance of attendance, with 
the relevant application forms and supporting guidance completed prior to 
commencement. 
 
 
Who is eligible to apply and access Work Experience?   
  
Work experience opportunities are open to a wide range of participants who have an 
interest in learning about careers within NHS Lanarkshire. Applications may be accepted 
from, but are not limited to: 

• School pupils and young people, including those undertaking school-arranged work 
experience 

• College and university students seeking insight into NHS roles 
• Care experienced young people 
• Participants seeking to return to work or change careers 
• Unemployed participants or those supported through employability programmes 
• People with disabilities and participants with long-term conditions 

 
NHS Lanarkshire is committed to fair access and equality of opportunity. All applications 
for work experience will be considered on a case-by-case basis, considering age, 
suitability of the placement environment, capacity to support the placement, and health, 
safety, and safeguarding requirements. 
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NHS Lanarkshire will ensure that safeguarding arrangements for children and young 
people participating in work experience placements comply with relevant Scottish child 
protection legislation and local child protection procedures. 
 
 
3.2 Who are the Stakeholders 
 
Stakeholders include NHS Lanarkshire staff, local authorities, employability organisations, 
contractors, schools, further and higher educationalbodies and any individual requesting 
work experience opportunities.  
 
 
4. Principal Content  
 
Section 4 provides details of the governance, health and safety, safeguarding and 
operational requirements that must be met when hosting work experience.  
 
All offers of work experience are subject to capacity, risk assessment, and service 
readiness.  
 
NHS Lanarkshire staff must not accept or organise work experience opportunities in local 
departments without approval and completion of all necessary paperwork. 
 
The sections below describe the mandatory arrangements and controls that apply to the 
management of work experience. 
 
4.1 Approval, Capacity and Governance 
 
All offers of work experience are subject to service capacity, risk assessment and local 
readiness. NHS Lanarkshire staff must not accept or organise work experience 
opportunities within departments without prior approval and completion of all required 
documentation. All approved work experience placements must be arranged through a 
formal process. NHS Lanarkshire indemnity (CNORIS) will only apply to placements 
approved and managed in line with this policy. 
 
4.2 Health and Safety and Risk Assessment 
 
All work experience placements must comply with the Health and Safety at Work etc. Act 
1974 to ensure activities are safe, appropriate and adequately supervised. 
A proportionate risk assessment must be completed prior to commencement, taking 
account of the individual’s age, experience, capabilities and the placement environment. 
Placements must not be offered in clinical areas deemed inappropriate for young people 
under the age of 16. The use of complex medical equipment or dangerous machinery 
must not be undertaken by participants on work experience placements. 
Additional or enhanced health and safety risk assessments must be agreed by the Head of 
Department, General Manager or Clinical Lead, where required. 
 
4.3 Safeguarding and Supervision 
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Participants undertaking work experience must be supervised at all times. 
Work experience participants must not be supervised by a close relative, carer or friend. 
Supervisors must ensure the individual understands identified risks within the work area 
and is clear about tasks or activities that they are not permitted to undertake. 
 
4.4 Health Information and Occupational Health 
 
Health checks by NHS Lanarkshire are not routinely required for work experience 
placements, as placements are short-term and undertaken under supervision. 
Participants undertaking work experience will be required to provide limited, relevant 
health information to support risk assessment and reasonable adjustments. This may 
include disclosure of: 
Relevant medical conditions that could affect safety (e.g. epilepsy, severe allergies, 
asthma, diabetes). Medication that may be required during the placement, where relevant 
for emergency planning. No formal occupational health clearance is required unless 
indicated through risk assessment. 
 
 
4.5 Infection Prevention and Control 
 
All placements must comply with local Infection Prevention and Control requirements. 
Participants undertaking work experience must: 

• Be free from symptoms of infectious illness prior to attending placement 
• Adhere to standard infection control precautions, including hand hygiene 
• Follow local instructions and signage at all times 

 
Placements may be deferred or restricted in line with IPC guidance during periods of 
increased infection risk. 
 
4.6 Equality, Accessibility and Reasonable Adjustments 
 
Reasonable adjustments will be made, where required, to support participants undertaking 
work experience in line with the Equality Act 2010, ensuring placements are accessible, 
safe and inclusive. 
 
4.7 Confidentiality, Information Governance and Social Media 
 
The respect, safety and confidentiality of patients and staff must not be compromised. 
Participants undertaking work experience have a duty to maintain confidentiality and 
comply with NHS Lanarkshire information governance requirements. All participants must 
comply with NHS Lanarkshire’s Social Media Policy and must not record, share or post 
any information, images or content relating to patients, staff or the organisation. 
Signed informed confidentiality agreements will be obtained from every individual prior to 
participation in a work experience placement. Failure to receive completed documentation 
in advance of the placement start date will result in the withdrawal of the placement offer. 
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4.8 Documentation and Induction 
 
An Information and Agreement Pack must be signed by all parties and agreed before each 
work experience placement and prior to commencement. The pack includes agreement to 
adhere to NHS Lanarkshire’s requirements in relation to: 

• Confidentiality 
• Social media 
• Infection Prevention and Control 
• Information security 
• Smoking/Vaping 
• Drugs and Alcohol 
• Proof of identity and disclosure of existing or imminent criminal record, where 

applicable 
 
A local induction process must be undertaken at the beginning of the work experience 
placement, covering all relevant organisational and local requirements. 
 
All required paperwork must be completed before the commencement of any work 
experience placement. Failure to complete documentation in advance will result in 
withdrawal of the placement offer. 
 
A local induction must be provided at the start of the placement, covering: 

• Health and safety 
• Confidentiality and information governance 
• Social media requirements 
• Infection prevention and control 
• Identification and supervision arrangements 

 
Completed documentation will be retained by the designated Work Experience 
Coordinator or hosting department in line with NHS Lanarkshire Information Governance 
requirements. Failure to comply with these requirements may result in immediate 
withdrawal of the work experience placement. 
 
4.9 Patient Contact and Consent 
 
Patient consent must be obtained for any shadowing or observation activity involving 
patients. Consent must be clearly recorded in the patient record. 
 
4.10 Transport and Practical Arrangements 
 
NHS Lanarkshire staff must not transport participants undertaking work experience in 
personal or NHS vehicles unless: 

• Transport is directly required for the purposes of the placement 
• The member of staff holds appropriate PVG membership 
• Insurance cover is confirmed 
• Arrangements are agreed and recorded in advance 
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Transport to and from the work experience opportunity, and any meals or refreshments, 
remain the responsibility of the individual and will not be provided by NHS Lanarkshire. 
 
4.11 Incident Reporting 
 
In the event of an accident, incident or work-related illness, NHS Lanarkshire incident 
reporting procedures must be followed for participants undertaking work experience, in the 
same way as for staff. 
 

4.12 Early Termination or Withdrawal of a Placement 

NHS Lanarkshire reserves the right to withdraw, suspend, or terminate a work experience 
placement at any time where this is necessary to protect the safety, wellbeing, 
confidentiality, or operational requirements of the service. 

Examples may include, but are not limited to: 

• Failure to comply with NHS Lanarkshire policies, procedures, or instructions. 
• Breaches of confidentiality, information governance, or social media requirements. 
• Health, safety, safeguarding, or security concerns. 
• Inappropriate conduct or behaviour. 
• Failure to provide required documentation before or during the placement. 
• Changes in service capacity, operational pressures, or unforeseen circumstances 

that affect the ability to safely support the placement. 

Where reasonably practicable, concerns will be discussed with the participant, their 
parent/carer (where applicable), educational establishment, or referring organisation 
before a placement is withdrawn.  

 
5. ROLES AND RESPONSIBILITIES 
 
NHS Lanarkshire has an agreed range of programmes and opportunities available for 
participants seeking a work experience opportunity.  If the professional area or area of 
interest is not listed or offered, responsibility of locally managed placements must be made 
and approved by the Head of Department /Manager.   
 
Under no circumstances should any member of NHS Lanarkshire organise or accept 
a work experience placement without completing the appropriate documentation 
and/or discussion with the Head of Department/Manager or specific programme 
local contact. 
 
Failure to complete this process and comply with the guidelines may result in the work 
experience placement not being covered by CNORIS (Clinical Negligence and Other Risks 
Indemnity Scheme).   
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Programme leads (for agreed programmes) and locally managed placement contacts must 
ensure the following:  
 

1. Ensure sufficient Health & Safety, Risk Assessments and Risk Assessments for 
Young People at Work* are in place.  Participants on a work experience placement 
must follow the same infection control policies as all NHSL employees and should 
receive this information during their local induction, including guidance on wearing 
PPE and ensure that a procedure of managing confidentiality and social media is in 
place. 

2. For adults ensure the required forms of ID have been documented and copies 
forwarded to the relevant Work Experience Co-ordinator at end of placement. 
Further information on required ID is provided in Supervisor’s information pack. 

3. Ensure a programme has been developed in advance of the placement with clear 
learning outcomes. 

4. Ensure that all processes adhere to GDPR requirements, as approved by the 
Information Governance team. 

5. Identify a deputy supervisor or additional staff member to support individual in case 
of emergency or changes in circumstances. 

6. Ensure colleagues and, where applicable, patients, relatives and carers are aware 
that the individual is undertaking work experience. 

7. Complete a local induction which outlines key information and responsibilities, e.g. 
working hours, identity checks, confidentiality agreement, social media 
requirements, etc. 

 
 
6. RESOURCE IMPLICATIONS 
 
The resources are centred on the time commitment required from the development of work 
experience opportunities.  This may be in sourcing suitable placements, preparation in 
advance of placements, delivery and evaluation of the work experience together with time 
commitment provided by identifying and allocating an agreed supervisor. 
 
 
7. COMMUNICATION PLAN 
 
The policy and process will be communicated via the NHSL internet and intranet. Articles 
referring to the policy will be carried in the staff brief and updated within the policy section 
of the NHS Lanarkshire public website. 
 
 
8. QUALITY IMPROVEMENT – Monitoring and Review 
 
The policy will be reviewed in line with the organisational review timescales. 
 
Reporting will be provided by lead contacts to the appropriate NHS Lanarkshire 
governance committee. 
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A record of placement activity must be maintained by the lead contact or locally 
maintained with all information electronically recorded for organisational reporting 
purposes.  
 
 
9. EQUALITY IMPACT ASSESSMENT 
 
This policy meets NHS Lanarkshire’s EQIA 
  (tick box) 
 
10.   SUMMARY or FREQUENTLY ASKED QUESTIONS (FAQs) 
 
To help staff understand long or complex polices, please ensure you send a summary or a 
frequently asked questions list with your completed policy 

 
 

 
11. REFERENCES 
 
Work Placements Standard - September 2015 -  
https://education.gov.scot/media/zkklqepi/dyw_workplacementstandard0915.pdf 
 
12. CHECKLIST 
 
To be sent to Corporate policies:- 
 
Copy of completed policy 
Copy of EQIA 
Copy of assurance process document for all policies 
Copy of fast-track document if applicable 
 
 
 

√ 
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