
Templates 
 
Email for students to send to their work shadowing provider:   
   
Dear XXXX   
 
Thank you for agreeing to allow me to undertake a work shadowing opportunity with your 
company.     
 
As part of my course requirements my tutor has asked me to confirm if your company has public 
liability insurance which will cover me while I am undertaking this work shadowing.  
 
Are you able to confirm this in writing or by reply email so I can pass these details on to my tutor.  
   
Please also see the details from Solent about the work shadowing best practice 
 
Solent University is delighted that you're able to offer a work shadowing opportunity to one of our 
students.    
 
Thank you for your commitment to this.   
    
As part of this work shadowing, we wanted to confirm that is agreeing to allow the student to join 
you for this opportunity you will:   
 

• Provide the student with any health and safety arrangements they are expected to 
follow while with your organisation.   

• Comply with applicable local health and safety legislation.   
• Ensure your company has appropriate public liability insurance in place.   
• Ensure that the student is supervised while undertaking the work shadowing 

opportunity.   
• In cases of serious accidents or incidents involving the student or breaches of 

discipline by the student, to advise and consult with specified contacts at Solent 
University.   

 
Thank you for your help with this.    
 
Kind Regards    
XXXXXX   
   
Email for Work shadowing Tutor to send if needed to provider: 
   
Dear XXXX   
 
I am following up regarding the work shadowing opportunity you have agreed to for XXXXX. Thank 
you for agreeing to support XXX with this element of their course.    
 
To meet our requirements, we do need to check XXX will be covered by your company’s public 
liability insurance. Can you please confirm that this will be the case?    
 
Please also see the details from Solent about the work shadowing best practice 
 



Solent University is delighted that you're able to offer a work shadowing opportunity to one of our 
students.    
 
Thank you for your commitment to this.   
    
As part of this work shadowing, we wanted to confirm that is agreeing to allow the student to join 
you for this opportunity you will:   
 

• Provide the student with any health and safety arrangements they are expected to 
follow while with your organisation.   

• Comply with applicable local health and safety legislation.   
• Ensure your company has appropriate public liability insurance in place.   
• Ensure that the student is supervised while undertaking the work shadowing 

opportunity.   
• In cases of serious accidents or incidents involving the student or breaches of 

discipline by the student, to advise and consult with specified contacts at Solent 
University.   

Kind Regards    
 
XXXXXX   
   
 
 
Risk Profile Templates 
 
Generic Risk Profile for work shadowing (to be completed by the academic and the student prior to 
work shadowing) Academics can add generic information based on industry to support students but 
it is advised students consider individual risks linked to their work shadowing. More details about 
risk profiles can be found here – Risk Profile Support (Log in using your Solent email and password)   
   
   
   
Risk Category    Risk Level 

(high/Medium/Low)   
Explanation (what will 
you be doing)   

Action to take (how 
to keep myself 
safe)   

Work and/or study 
factors    

         

Travel and transportation 
factors    

         

General and environment 
health factors    

         

Personal student factors    
   

         

Insurance Factors          
   

   

  
  
 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsolentfutures.careercentre.me%2Fu%2Frw3q6a4b&data=04%7C01%7Ckelsey.killoran%40solent.ac.uk%7C03b95f24affb4ab91c8a08da170d7b94%7Cd684e4cd491a4577bf33546478d72e3c%7C0%7C0%7C637847643924956915%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=VmeV4OjlVPM%2BfEW%2BMnDgf9ZXx6rRsjpYXXEKunV46Ek%3D&reserved=0

