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WORKSITE FORM STUDENT-TRAINEES
In accordance with the Royal Decree of 21/09/2004 
on the protection of youth at work.

RISK ANALYSIS – WORKSITE FORM
Definition of the worksite form
The worksite form is a document in which the training organisation writes down information regarding wellbeing and safety and communicates this to the trainee. This should be done both verbally and in writing. The various parties involved in the training agreement, will sign this document. If the trainee is under 18, the legal representative should sign as well. The worksite form is a result of the risk analysis.
Purpose and Scope
· A student-trainee is any pupil or student who performs work for an employer within the framework of a learning program organized by an educational institution, for the purpose of gaining work experience. 
· A worksite form is primarily a communication tool to ensure a safe working environment for the trainee.
· The worksite form should be completed and signed before the start of the traineeship.
· Based on the obtained information, the trainee is informed about the content of the tasks, the risks of the traineeship and the precautions that should be taken (including work clothing and personal protective equipment).
· In case of questions, problems or an accident, this information will serve as reference to determine whether the agreements were followed. Whether the task assigned is in line with the agreed assignment, etc.
Roles and responsibilities
· The training coordinator informs the students about possible traineeships and any prior obligations. He/she is responsible for the contract administration and the risk analysis/worksite form.
· The training organisation (the head of department or the mentor appointed by him) goes over the risk analysis and the required preventive measures; 
· The medical officer of the trainee post decides whether a health assessment or medical follow-up should be performed;
· The training supervisor/promoter takes note of the preventive measures resulting from the risk analysis of the worksite and informs the student-trainee thereof;
· The appropriate type of health monitoring and vaccination is carried out by the medical office of the educational institution.  A copy of the health assessment and vaccinations must be submitted to the head of the department where the trainee is employed.  Deviations from this rule are possible in exceptional cases.
· The contents of this document is explained upon arrival at the trainee post. The trainee respects the prevention measures so that the risks involved are reduced to a minimum in the interest of his/her own safety and that of fellow employees. 
· The training organisation (head of department/mentor) provides the relevant collective protective equipment (fume hood, biosafety cabinet, shield…) and personal protective equipment (gloves, goggles, face mask…) depending on the specific activities and risks.
· Maternity protection: the student-trainee shall immediately inform the training supervisor/promoter in case of pregnancy. If necessary, appropriate work will be provided to protect the unborn child.
· Risk analysis maternity protection: available on the website of the prevention service or on request.
· Depending on the nature of the traineeship, work clothing is required. This is preferably provided by the training site.
1. GENERAL INFORMATION ABOUT THE TRAINEE POST
Company:

Department/Office:
 

Location of employment:

Head of department: 
 Phone:

Training supervisor: 
 Phone:


E-mail: 

Company medical officer: 
 Phone:

Prevention officer: 
 Phone:

Description of the training activity / job description: 
2. RISK ANALYSIS / EXPOSURE TO SPECIFIC AGENTS
General Risks
	· Ergonomical overload
	· youngster < 18 y

	· contact with food for human consumption
	· night work/shift work


	· function with a need for increased vigilance (process control)
	· psychosocial aspects

	· safety function (operating heavy equipment such as forklifts, stacking cranes …)
	

	· travelling to high-risk areas (risk of infection – natural disaster – riot …)  


Chemical agents (gases, solids, liquids)


 FORMCHECKBOX 
 not applicable
	· toxic, harmful, sensitizing, irritant, corrosive 
	· nanoparticles 

	· carcinogenic, mutagenic, teratogenic, reprotoxic 
	· asbestos

	· narcotic, psychotropic
	· other: ……………………………………


Explanation chemical agents:
Biological agents 

 FORMCHECKBOX 
 not applicable
	· contact with patients 

	· human or animal fluids, tissues, cells, cell cultures 

	· infectious or parasitic agents 
If yes, what agents? ( Bacteria   ( Viruses   ( Fungi   ( Parasites
Highest risk class? 

( 1   ( 2   ( 3   ( 4

	· potentially contaminated environmental samples (soil, sediment, water, plants …)

	· other: ………………………………………………………………………………………………………………………………………………………..


Explanation biological agents:
Physical agents 

 FORMCHECKBOX 
 not applicable
	· non-ionizing radiation (radio waves, microwaves, IR, UV and laser radiation)

	· ionizing radiation (x-rays, radioisotopes, sealed sources)

	· operation / use of machines (moving parts)

	· electrical risks

	· other: ………………………………………………………………………………………………………………………………………………………..


Explanation physical agents:
Environmental risks 

 FORMCHECKBOX 
 not applicable
	· working at heights (> 2m)
	· climate (extreme temperatures)

	· overpressure/underpressure
	· heat (risk of burns)

	· confined space
	· cryogenic liquids

	· noise > 80 dB
	· vibrations

	· fine particles (e.g. wood dust)
	· other: …………………………………………………………….


Explanation environmental factors:
3. MEDICAL SUPERVISION (decision of the company doctor at the trainee post)
· Health assessment not required
· Health assessment required because of: ………………………………………………………………………………………
· Preventive measures for maternity protection:

· Vaccination/test: ( tetanus      ( hepatitis B     
( tuberculin test       ( other: ……………………………….
4. PREVENTIVE MEASURES
Reception/Instruction:
( Welcome brochure
      ( Emergency procedures

( First aid
Personal protective equipment: (pay attention to proper choice and use)
	· Lab coat/dustcoat
	· Overalls / Work trousers / Jacket

	· Gloves (latex prohibited) 
	· Safety shoes

	          specify: …………………………………….
	· Safety helmet

	· Goggles/face protection
	· Hearing protection

	· Respiratory protection
	· Fall protection

	· Dosimetry
	· Other: ……………………………………………………..


Chemical, biological, physical agents:
( Chemical Safety Guidelines
 ( MSDS
( Biosafety Guidelines
 ( Procedure for puncture, cut and splash wounds

( Radioprotection guidelines
 (  Specific first aid (if necessary)
Other
Other risks
Specific work instructions:
Explanation of specific risks and preventive measures related to the traineeship:
WORKSITE FORM
5. GENERAL INFORMATION ABOUT THE STUDENT-TRAINEE
Name:

Phone:


Period and schedule:
 see traineeship agreement
Education: 

see traineeship agreement
Educational institution: 
 
Traineeship coordinator at educational institution: 
 Phone:



E-mail: 

Company doctor: 
 Phone:

Prevention officer: 
 Phone:

6. THE STUDENT-TRAINEE DECLARES TO HAVE READ THE GUIDELINES AND TO RESPECT THEM
· Welcome brochure 
· Emergency procedures 
· Chemical safety guidelines
· Biosafety guidelines
· Radioprotection guidelines
· Other:………………………………………………………………………………………………………………………………………………………..
7. ALL PARTIES DECLARE TO HAVE RECEIVED THE FOLLOWING INFORMATION
·  Assigning a training supervisor
·  Job description 
·  Risks of the worksite
·  Medical follow-up / compulsory vaccinations
·  Prevention measures 
8.  NOTICE (SIGNATURE/DATE)
	Training organisation (head of department)

	Training organisation (mentor)
	Student-trainee

	Company doctor 
of the trainee post

	Supervisor/Promoter 
(University of Antwerp)

	Legal representative
(if student-trainee is < 18 years old)


For more information please contact the Internal Service for Prevention and Protection at Work of the University of Antwerp, Lieve Op De Beeck, phone: +32 3/265.25.82, lieve.opdebeeck@uantwerpen.be
Risk analysis worksite form University of Antwerp version 2013-10-22


1/4

