Contractor Management Policy

Context
St Patrick’s Collegs a Catholic day and boarding



x  Compliance with all laws, regulations, and standards, including the Working with Children Act



Regqular Contractor
Regular Contractors are individuals who provide contractor services to the College more than seven

times in any one year and are not Direct Contact Contractors. They may have some indirect or
limited contact with students when providing their services.

Examples of Regular Contractors may include:

X consultants
umpires, referees, or linesmen at sporting events

X maintenance workers who regularly work at times when students are not expected to be
present

X regular caterers for Staff events.

Due to the regular nature of Regular Contractors’ attendance at the College or College events, even
though their contact with students may be indirect or limited, they will have some Child Safe
respoensibilities and obligations within our Child Protection Program.

Casual Contractor

Casual Contractors are individuals who provide contractor services to College, seven

times or less in any one year, during which they may have indirect or limited contact with students,
but only in circumstances where they:

X are not left alone, on®n-one, with a student
X



College Environmenmeans any physical or virtual place made available or authorised for use by
a child during or outside school hours, including:

X a campus of the College
x online College environments (including email and intranet systems)
x other locations provided by the College for a child's use (including, without limitation,



Roles and ResponsibilitiesGontractors and Sulézontractors

All contractors and subontractors engaged to perform work on St Patrick’s College premises are
required to comply with St Patrick’s College Occupational Health & Safety Policy and Program, Child
Protection and Safety Policy, Child Safety Code of Conduct and to observe directions on health and
safety from St Patrick’s College staff.

Direct Contact Volunteers must sign in on arrival to the College and sign out on departure from the
College.

Failure to comply or observe a direction will be considered a breach of contract and sufficient
grounds for termination of a contract.

All ThirdParty Contractors engaged by the College are responsible for contributing to the safety
and protection of children infthe College environment.

Engagement of @ntractors

College procedures for the engagement of Contractors ensures vigorous screening and monitoring
on Confractors in accordance with the Child Safe Standards. This includes gathering, verifying, and
recording: information about|the Contractor and their personnel who will be performing-child
connected work at the College.

Where a staff member would like to engage a contractor to assist with any services conducted
online, onsite, or offsite staff must follow the processes as directed by the Business Manager



Compliance checks
Obtainthe following foreverycontractorbefore they commencework:

x  Workingwith ChildrenCheck
Undertakingthat workershavereadandunderstood:

ChildProtection andSafetyPolicy

ChildProtection andMandatoryReporting Policy

Child Safetyodeof Conduct

Whereappropriate NationaPoliceCheck

Copief licenses/registrations

Where appropriate,copies ofsafework method statements,or undertakingthat they hawe
developedsafe work methods atheir equivalentand willbe followingthem.

X X X X X X

Certificateof Currencyor the following insurance:

PublicLiability(minimumgover of$10million);

WorkerCompensationnsurance

Professionallndemnity Insurance- In caseof supplyingadvice (i.e., architectsengineers
minimum$5 million).

Contract for Service

The college requires all-contractors to.complete-a Contract for Service which specifies the mutual
obligations and a written undertaken requiring the contractor to comply with Child Safety and OHS
requirements

Pro forma documents that may be used when engaging a contractor that will assist in the
preparation of final contracts.

Agreed Services to be Provided
Determine whether the College has the potential to control the work being undertaken including
location, timing, type of work or method used.

Ensure the contractor has necessary training or accreditation to safely conduct the work (PassTab)



Record Keeping
TheCollegewill maintainaccuratecontractormanagementecords including:

Detailsof Contractorsandthe servicesdeingprovided

Personabletailson contractorpersonnel attendingnsiteincluding WWC@formation;
Contractor'sregistrationsand/or licences

Incidentsreportsinvolvingcontractors

Keep records of referee checgks

Maintain a Contractor register including company name, services provided, contractor name,
address, phone, email, insurance expiry, licensing details, SWMS provided, compliance status
and induction details (PassTab)

X X X X X X



Allauthorisedstaff canviewthe list of pre-approvedcompliant contractordylogginginto PassTab.
PassTabends a notification to the Business Manager, Director of Risk and Compliance or Property
Manager if anyontractor'scompliance requirementare approachingenewalor not compliant.

To be marked as compliant by Passtreregister must have current records of WWCCs, currency
certificates for public liability and work cover insurance as well as relevant licenses. The system
sends regular reminders where updates are required.

Safe Work Method Statements (SWMS)

St Patrick’s College’s Key Contact engaging the Contratbognsure that a contractor supplies a
Safe Work Method Statements (SWMS) or equivalent template, prior to the commencement of
works, based on the level of risk or as mandated by the prindigrathe following highrisk work:

confined space entry

demolition works

hazardous-manual handling

hot works (e.g., welding)

powered mobile plant (e.g., forklift)
removal or disturbance of asbestos ;

X X X X X'



Supervision of Contractors
St Patrick’s College Property Manager is responsible and has a general supervisory power over
general work undertaken by a contractor.

St Patrick’s College Property Manager or delegate will ensure they inspect the area where the



Working with Children Check requirement (WWCC)

1



*Direct contact volunteers and direct contact contractors required by the College to undertake the
eLearning Module on an annual basis include sessional music staff, outdoor education specialists
and direct contact volunteers such as parent classroom lglpe

All members of the College Advisory Council are expected to attend an annual induction training
session conducted by the Director of Risk and Compliance. This training will take place in term one
each year.

Child Protection Training Record Keeping

The College maintains a Child Safety Screening/Training Register to record the completion of child
safety screening and training. This Register is overseen by the Deputy Principal (Senior Child Safety
Officer) and Director of Risk and Compliance and is maintained by the Education Support Officer
Administration officers.

POLICY COMPLIANCE MONITORING

Policy Breach and Incident Reporting



Education and Training Reform Act 2006 (Vic)

Child Wellbeing and Safety Act 2005 (Vic)

Victorian Occupational Health and Safety (OHS) Act 2004
Victorian OHS Regulations 2017

X X X X

Status of Policy
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