
 

https://wcsswaeduau.sharepoint.com/sites/Admin/Shared Documents/fileshare/Policies & Procedures/Ratified/Contractor Management Policy.docx 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contractor Management 
Policy 

 

 

 

 

 

 

 

 

 

 

West Coast Steiner School is committed to being a Child Safe Organisation, taking a preventative and participatory stance on 
child protection issues and promoting a child safe environment based on the National Principles for Child Safe Organisations.  
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PROVENANCE 

Responsibility: School Principal Review Cycle: 4 years Date for Next Review: May 2030 

Related Policies 
and  
Procedures 

Child Protection Policy 
Duty of Care Policy 
Privacy Policy 

Work Health and Safety Policy 
Child Safe Statement of Commitment 
Visitors and Volunteers Policy 

Relevant 
Legislation  
and Authority 

Work Health and Safety Act 2020 (WA) 
Occupation Safety & Health Regulations 1996 (WA) 
Working With Children (Criminal Record Checking) 
Act 2004 (WA) 

 

Appendices Appendix A: Contractor Induction Checklist 

 
VERSION MANAGEMENT 

Date Changes Made Author 

March 2018 Revision of Contractor Management Policy undertaken. A Gernaat 

January 2023 Reviewed and rewritten incorporating recommendations from AISWA Code of 
Conduct Guidelines Version 13 September 2020. Contractors Induction added. 

L Lane 

23 May 2023 Ratified by Council L Lane 
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Policy 
 

Background 
West Coast Steiner School (WCSS) engages various contractors from time to time, either on a one-off, casual or 

regular basis. Those contractors fulfil various roles at the School and may or may not come into direct contact with 

our students during their time on site. As a school that is committed to safeguarding and promoting the safety, 

welfare and wellbeing of our students, WCSS expects all staff, parents, volunteers, visitors and contractors to share 

this commitment. The School explicitly forbids the use of any form of child abuse, corporal punishment or other 

degrading punishment, as defined in our Child Protection Policy.  

WCSS also has a duty to provide a safe working environment for contractors just as we do for our employees. Poor 

contractor management can lead to injuries, ill health, additional costs and delays. Working closely with contractors 

will reduce the risks to school employees and the contractor themselves. The level of control needed will, of course, 

be proportionate to the complexity of the task. Contractors themselves also have legal health and safety 

responsibilities. 

 

Purpose 
The purpose of this policy and associated procedures is to ensure that the obligations and responsibilities for 

contractors at West Coast Steiner School are identified and clearly communicated. Contractors are expected to 

comply with their legal responsibilities, be accountable for their conduct and to carry out their work on our site 

in such a way that it does not pose a risk to the health and safety of themselves, or others. 

 

Application 
This policy applies to all contractors working at West Coast Steiner School. 

 

Definitions 
Contractor(s) refers to all people who are working at West Coast Steiner School and not currently employed by 

the School. This typically includes IT consultants, photocopier and other technicians, contract cleaners, plumbers, 

electricians, painters, builders and other maintenance workers. 

 

Policy Review and Dissemination 
This policy and related procedures will be made available to the public and staff members on the School website 

and is available to staff in the Policies and Procedures folder in School Reception.  

 

The Contractor Management Policy will be made available to contractors as part of the Contractor Induction Pack. 

 

The School may, at any time, make amendments to this policy to ensure continuous improvement. The policy will 

be reviewed at least once every four years by the School Principal.   
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Implementation 
 

Contractor(s) refers to people engaged to perform work for the School who are not directly employed by the School. 

WCSS routinely engages contractors for cleaning, pest control, electrical work, plumbing and servicing of 

photocopiers and IT. Other contractors are engaged in single instances arising from emergency or unexpected 

situations or as required to complete the School’s ongoing schedule of works. 

 

The Finance/Business Manager maintains a list of preferred contractors who regularly undertake maintenance or 

improvements. They and the quality of their work are well known to the School and are familiar with our facilities 

and procedures. When engaging a new contractor, the Finance/Business Manager will, where possible and 

appropriate, arrange for 2-3 quotes to be submitted for all works under $5000, to be managed by the 

Finance/Business Manager and School Principal, within budgetary constraints. 

 

Whenever possible, the work to be carried out by contractors will be scheduled for outside school hours and 

preferably on school holidays or pupil free days. However, there may be some instances when work processes will 

be carried out near classrooms, playgrounds or other areas occupied by students or staff during normal class time. 

 

A Contractor’s Induction Pack will be provided to contractors prior to their coming to site to work. This pack will be 

managed by Reception and contain: 

• A copy of this policy 

• A site map and evacuation points 

• An Induction Checklist (Appendix A) 

• The School’s Child Safe Statement of Commitment 

• A list of relevant School policies (WHS Policy, Child Protection Policy, Visitors and Volunteers Policy) and where 
they can be accessed and read 

• Contact details for the School. 
 

Safeguarding Children and Working With Children Check 
All contractors engaged by the School are responsible for contributing to the safety and protection of children in 

the school environment. All contractors are required to comply with our Child Protection Policy and Child Safe 

Statement of Commitment, and understand their legal obligations with respect to the reporting of child abuse, 

grooming and other harm. Breaches may lead to their being asked to leave the school site, may include disciplinary 

action or the termination of engagement with West Coast Steiner School.  

 

Whilst on school property, contractors must not: 

• take photographs of any student on school premises  

• discipline or reprimand students about their behaviour 

• use their position to take advantage of any child or young person 

• bring harm of any kind to a student or behave in a way which actually or apparently seeks to establish an 
inappropriate relationship with a student. 

 

Under the guidelines set by Department of Communities and the Education Department of WA contracted workers 

do not fall into the category of ‘Child Related Work’ and are therefore generally not required to provide a WWCC. 

However, for contractors who carry out works on a regular basis and/or have the opportunity to form and build 

relationships with students through direct contact, the School will require such a contractor to provide a WWCC. 
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Health and Safety 
As an employer, WCSS has a duty of care to prevent workplace injuries and illness and to provide safe systems of 

work as specified under section 19 of the Occupational Safety and Health Act 1984. All contractors engaged by the 

School must comply with the School’s Work Health and Safety Policy. Contractors should observe safe work 

practices which avoid unnecessary risks and must report any safety hazard or hazardous practice they detect to the 

Finance/Business Manager or Principal. Any injury or accident sustained whilst on school grounds must be reported 

to Reception so that an Accident/Incident/Hazard Report can be completed. For a notifiable incident, the Principal 

must be informed immediately. The contractor should also notify their own employer if applicable. 

 

The School’s emergency management procedures will ensure that contractors within the school grounds at the 

time of any emergency or practice drill will be recognised and appropriately catered for. All contractors are to follow 

reasonable safety instructions given by school staff. 

 

In the interest of public health, contractors are not to come on to school grounds whilst managing potentially 

contagious illnesses and must not smoke, or use, possess, or be under the influence of alcohol or illicit drugs. 

 

Safe Work Procedures or Job Safety Analysis 

A Job Safety Analysis (JSA) can be used as a practical safety assessment tool through a process of identifying hazards, 

assessing and addressing risks and controlling risks for jobs with a high potential risk of injury. WCSS only requires 

a JSA to be completed by a contractor where proposed work is considered hazardous or outside the normal scope 

of work and may require additional precautionary procedures. The JSA must be signed by both the contractor and 

the Finance/Business Manager. 

 

The Job Safety Analysis must: 

• document the activity – write down the steps that make up the activity 

• identify the hazards – identify what part of each task may cause injury to those doing the work or to anyone 

else nearby 

• document the control measures – for each identified hazard, list the measures that need to be put in place to 

eliminate or minimise any likely risk of injury to those involved 

• identify who is responsible –the name of the person responsible for implementing the control measure. 

 

See https://www.commerce.wa.gov.au/publications/job-safety-analysis-jsa for further information and a JSA 

template. 

 

Conduct on School Premises 
All visitors to our School are expected to uphold a standard of behaviour outlined in our Visitors and Volunteers 

Policy, available on our website and from Reception. This extends to contractors, with the expectation that they 

treat each other and all members of the School community with respect and courtesy. Appropriate communication 

skills should also be used, and contractors should avoid swearing or other use of profanities and use non-

discriminatory, non-judgmental language. 

 

Contractor Selection 
Before selecting a contractor for work, the School will ensure that the Contractor has: 

• appropriate insurance cover, licenses, registrations or permits to undertake the work they will be performing,  

• a current Working With Children Check, where required  

• trained and qualified personnel for the work to be undertaken 

• WHS policies and procedures in place in order to identify, assess and control risks.  

https://www.commerce.wa.gov.au/publications/job-safety-analysis-jsa
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Contractor Management 
It is important that good lines of communication are established and maintained between the School and the 

contractor to ensure that health and safety issues are managed. Prior to work commencing the following issues will 

be discussed with contractors: 

• Effect of work on school activities e.g. use of heavy machinery on site, noise, dust 

• Safety arrangements the contractor will have in place 

• Whether a JSA is required 

• Vehicle and equipment movement on the grounds 

• Timing of activities e.g. can it be done when students have left the grounds 

• Areas impacted e.g. appropriate barricading of work areas, safe access around the site  

• Maintenance of essential utility services, such as water, sewerage, electricity, telephone etc. 

• Management of excessive noise, dust or fumes 

• Protocols for communicating between the School and contractor, e.g. regular meetings 

• Handover process at the completion of work 
. 

Responsibilities 

 

Contractors  

• Report to Reception to sign in, collect a Contractor’s pass and any relevant keys. 

• Consult the Finance/Business Manager before commencing any work(s) on WCSS premises. 

• Read the WCSS Contractor’s Induction Pack and complete Induction Checklist prior to coming to site. 

• Provide necessary documentation (WWCC, licences, permits, registrations, appropriate insurance coverage, job 

safety analysis where required). 

• Use or wear their own PPE, as appropriate for the type of work they are undertaking. 

• Comply with relevant School policies including, but not limited to, the School’s Work Health and Safety Policy, 

Child Protection Policy, Visitors and Volunteers Policy - available from School Reception or School website. 

• Be mindful of their health and safety, and safeguarding obligations at all times. 

• Not leave the school without first making safe any on-going work(s). 

• Secure possessions, materials, and equipment if unattended. 

• Remove all waste materials unless otherwise agreed with Finance/Business Manager or Maintenance Officer. 

• Return keys and passes at the end of each day when signing out. 

• Ensure those undertaking the work(s) are informed of the contents of this document. 

 

Finance/Business Manager  

• Act as the designated contact with contractors. 

• Provide Contractor’s Induction Pack to contractor via email or Reception. 

• Notify the contractor of any potential risks posed by the premises, including Hazardous Substances and 

Dangerous Goods stored on site and school activities. 

• Obtain a copy of relevant documents where required, i.e. Contractor’s health and safety plans, insurance cover, 

licenses, registrations or permits, JSA, WWCC. 

• Ensure that arrangements are made for contractors to work safely on site and have access to adequate welfare 

facilities, such as toilet and hand-washing facilities. 

• Be clear about the scope of the work expected, ensuring the work is sufficiently planned and resourced. 

• Notify staff, students (and School community where relevant) of any special arrangements during works.  
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Maintenance Officer 

• Ensure that contractors work in a responsible, professional manner within the School’s Work Health and Safety 

Policy. 

• Inspect the work area upon completion to ensure the site is tidy, left free from hazards and presents no risk of 

injury to any person. 

• Stop work if there are health and safety concerns. 

 

Students and Staff 

All members of school staff are responsible for taking reasonable care for their own health and safety, as well as 

the health and safety of pupils, visitors and contractors, ensuring that maintenance and building work is carried out 

in a safe manner and with the minimum of risk is a matter for all concerned. If staff or students are concerned about 

the work activities being undertaken, they should immediately contact the Finance/Business Manager. 

 

Students should not be allowed in areas where contractors are working and, as such, contact between contractors 

and students should not occur. However, depending on the nature and location of the work, there may be occasions 

where contractors do come into contact with children. Staff should be vigilant at these times and remind students 

that contractors should not be interrupted or distracted from their work. 
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Appendices 
Appendix A: Contractor Induction Checklist 

 


