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UK Work Placements – Letter of Agreement
	PARTIES

	University name and address

(“HEI”)

	The University of Exeter, Northcote House, Exeter, EX4 4QJ 

	Placement organisation name and address (“Placement Provider”)
	

	Student’s (“Student”) name, address and telephone contact details
	


	GENERAL DETAILS

	Placement Period 

	Commencement Date:

Completion Date:


	Place of Work during placement:
Department:

Address:
	

	Total Working Hours Per Week
	

	Main Contact at the Organisation and contact details


	

	Main Contact at the University and contact details
	Dr Mike Dobson,

Flexible Combined Honours, Work Placement Coordinator,

University of Exeter, c/o Physics Building Reception
m.j.dobson@exeter.ac.uk           01392 725270

	Placement description of work to be undertaken, including principal duties


	

	Is the student being paid?
	Yes   /    No   (amount of payment is not required to be stated)

	Placement Employer and Public Liability Insurance policies:

· Employer Liability Insurer:

Policy Number:

Expiry Date:

Indemnity Limit:

· Public Liability Insurer:

Policy Number:

Expiry Date:

Indemnity Limit:
	

	Student’s next of kin details:


	


General Conditions
This Agreement sets out the duties and responsibilities of the HEI, the Placement Provider and the Student in relation to the placement and work to be undertaken.
1. 
Responsibilities of the Higher Education Institution (HEI)

1.1 Provide information to the Student on general health and safety issues prior to their placement.
1.2 Provide specialist guidance and information for Students with additional support needs.
1.3 Maintain contact with the Placement Provider and the Student during the placement to monitor and evaluate the placement in terms of the Student’s health, safety and welfare, and the Student’s progress.
1.4 Where appropriate, appoint a tutor to conduct a visit to the Placement Provider and Student.
1.5 Deal with all concerns, problems and complaints raised by the Placement Provider and/or the Student.

2.
Responsibilities of the Placement Provider

2.1 Provide the Student with a full and clear induction to the Placement Provider and its working practices, including health and safety arrangements, fire precautions and emergency evacuation arrangements, how to report accidents, incidents and unsafe conditions.
2.2 Comply with health and safety legislation.

2.3 Equip the Student with all materials and support (including, but not limited to, laboratories, computers and other equipment) that are required for the performance of the placement.
2.4 Nominate a supervisor who will conduct or make arrangements for day-to-day supervision of the Student, and take all reasonable steps to ensure that the supervisor is an appropriately trained and experienced member of staff.
2.5 Maintain adequate and up-to-date Employer’s Liability and Public Liability insurance to cover the Student and any potential loss or liability caused by or to the student in relation to the placement. 
2.6 Ensure that the placement offered meets all the applicable academic and organisational criteria set out in the placement description.
2.7 In cases of serious accident or incidents involving the Student or breaches of discipline by the Student, advise and consult with the HEI. To cooperate with the HEI in the event of the HEI receiving a complaint or concern from the Student about their placement and or the Placement Provider.
2.8 To allow the Student to submit all required reports and documents to HEI in connection with the Placement for the purposes of examination.

3.
Responsibilities of the Student

3.1 Abide by all rules regarding health and safety requirements, and other policies and procedures of the Placement Provider. 
3.2 Take responsibility for his/her work, maintain confidentiality and do not do anything which may bring the HEI and/or the Placement Provider into disrepute.
3.3 Complete all assessments and attend any briefing sessions that are required as part of the placement.
3.4 Notify the HEI and the Placement Provider in advance of any matter which is likely to affect him/her and the undertaking of the placement including any special health or medical requirements.
3.5 Keep the HEI informed of any changes, issues or incidents which arise in connection with the placement.
3.6 Ensure adequate motor insurance is arranged in advance of the placement should it be required for travel during working hours.

4.
General

4.1 Any Intellectual Property which is generated by the student shall vest in and be owned by the Placement Provider (Placement IP). The Placement Provider hereby grants the HEI and the Student a royalty-free non-exclusive licence to use Placement IP for future academic and non-commercial purposes.
4.2 The Placement Provider should ensure that any confidential information provided to them by the Student or HEI about the student should not be disclosed to any third parties. 
4.3 At the commencement of the work placement, the Placement Provider will provide the Student with a copy of the Placement Provider’s health and safety policy or guidance and associated training and all and any necessary protective clothing or equipment which is required.

4.4 The Placement Provider will provide a copy of the relevant insurance policy which covers the Student and their placement to the HEI on request. The Placement Provider confirms that it will not require the student to partake in any activity that will not be covered by such insurance.
4.5
The HEI shall not be liable to the Placement Provider, Student or any third party for any damage or loss, costs, expenses or other claims for compensation which arise out of the work placement and/or the Student’s or Placement Provider’s participation in this placement scheme, including without limitation any liability for the provision of adequate health and safety instruction, equipment and supervision.
4.6
Either the Placement Provider, the Student or the University may terminate the Placement on one month’s notice. The Placement Provider acknowledges that the Placement forms a key part of the Student’s education and will use best endeavours to support and allow the Placement to be completed. 

4.7
In the event that the Placement is terminated early by either the Placement Provider or by the Student, the University shall provide reasonable assistance to the Student to locate an alternative placement but shall be under no obligation to provide a placement for the Student. There is no obligation for the University to provide another student (or member of staff) to complete the Placement.
4.8
The Placement Provider shall (during and after termination of the placement) indemnify and keep indemnified the HEI against all losses, claims, damages, costs, and expenses and any other liabilities arising directly or indirectly as a result of or in connection with any act or omission of the student or the Placement Provider whilst participating in this placement, and against all damages, losses, costs and expenses for which the HEI may be liable as a result of death/bodily injury to the student or any other person and/or damage to property arising out of any negligent act or omission of the placement provider, its servants and agents.  
4.9
Nothing contained in this Agreement shall exclude, restrict or limit the liability of any party for death or personal injury caused by that party’s negligence or for fraud.
4.10
No party shall be deemed to be in default under this Agreement if it is unable to perform all or any of its obligations under this Agreement by reason of Force Majeure, Act of God or the death, long term illness or incapacity of the Student.

4.11
Failure of either Party to enforce or exercise, at any time or for any period, any term of this Agreement, does not constitute, and shall not be construed as, a waiver of such term and shall not affect the right later to enforce such term or any other term contained in this Agreement.
4.12 
This Agreement constitutes the entire agreement and understanding between the Parties with respect to the subject matter hereof and supersedes any prior agreement, understanding or arrangement between the Parties, whether oral or in writing.
4.13
This Agreement shall be governed by and construed in accordance with English law.

P.T.O. for authorisations and signatures

Duly Authorised and Signed on behalf of The University of Exeter
…………………………………………………………….

Print name:

Position:
Date:
Duly Authorised and Signed on behalf of the Placement Provider

…………………………………………………………….

Print name:

Position:
Date:
Duly Authorised and Signed by the Student

…………………………………………………………….

Print name:
Date:
Page 4 of 5

