
 

Managing Contractors Policy 

 

Introduction 
Cropredy C of E Primary School recognises that from time to time it is necessary for 
contractors to work on school premises. This policy sets out the procedures to ensure 
that contractors can carry out their work safely, while maintaining the health, safety and 
safeguarding of pupils, staff, visitors and contractors themselves. 
This policy should be read in conjunction with the school’s Safeguarding and Child 
Protection Policy, Health and Safety Policy, and Visitors Policy. 
 
Aims 
The aims of this policy are to: 

• Ensure the safety and wellbeing of pupils, staff and visitors 
• Safeguard children from harm while contractors are on site 
• Ensure contractors understand and comply with school procedures 
• Clarify roles and responsibilities when managing contractors 

 
Scope 
This policy applies to all contractors, sub-contractors, agency staff, and maintenance 
personnel working on behalf of the school, local authority, Diocese, or external 
companies. 
 
Responsibilities 
1. Governing Body 
The Governing Body has overall responsibility for ensuring that appropriate 
arrangements are in place for managing contractors safely on school premises. 
 
2. Headteacher 
The Headteacher is responsible for: 

• Ensuring this policy is implemented and followed 
• Making sure contractors are aware of safeguarding and health and safety 

expectations 



• Delegating day-to-day management of contractors where appropriate 
 

3. School Business Manager / Site Manager (or delegated person) 
The designated person is responsible for: 

• Liaising with contractors prior to work commencing 
• Ensuring appropriate risk assessments and method statements are provided 

where required 
• Ensuring contractors sign in and out of the site 
• Monitoring contractor activity while on site 

 
4. Contractors 
Contractors are responsible for: 

• Complying with all school policies and procedures 
• Working safely and in accordance with agreed risk assessments 
• Reporting hazards, incidents, or concerns immediately 
• Acting in a professional manner at all times 

 
Safeguarding and Child Protection 

• Contractors must be made aware that Cropredy C of E Primary School is a 
safeguarding-focused environment. 

• Contractors should not have unsupervised access to pupils unless they have 
undergone appropriate safeguarding checks and this has been agreed in 
advance. 

• Contractors working regularly or for extended periods may be required to provide 
evidence of a DBS check, in line with statutory guidance. 

• Contractors must not initiate contact with pupils or engage in conversations 
beyond what is strictly necessary for their work. 

• Any safeguarding concerns must be reported immediately to the Designated 
Safeguarding Lead (DSL) or a member of the senior leadership team. 
 

Health and Safety Arrangements 
• All contractors must comply with relevant health and safety legislation, including 

the Health and Safety at Work Act 1974. 
• Contractors may be required to provide risk assessments, method statements, 

and evidence of appropriate qualifications or training. 
• The school will provide information about site-specific risks, including fire 

procedures and emergency arrangements. 
• Work areas must be clearly marked and, where necessary, segregated from 

pupils and staff. 
• Tools, equipment and materials must be stored safely and securely at all times. 

 



Signing In, Identification and Supervision 
• All contractors must report to the school office on arrival. 
• Contractors must sign in using the school’s visitor system and wear visible 

identification at all times. 
• Contractors must sign out when leaving the site. 
• Contractors should be supervised as appropriate, particularly when working 

during the school day. 
 

Timing of Works 
• Wherever possible, contractor work should be scheduled outside of the school 

day or during school holidays. 
• Where work must take place during school hours, additional controls and 

supervision will be implemented to minimise risk. 
 

Emergencies and Incidents 
• Contractors must familiarise themselves with the school’s emergency 

procedures, including fire evacuation. 
• Any accidents, incidents, near misses or damage must be reported immediately 

to the school. 
• Contractors must follow the school’s instructions in the event of an emergency. 

 
Breaches of Policy 
Failure to comply with this policy or school procedures may result in contractors being 
asked to leave the premises and, where appropriate, termination of contracts or referral 
to their employer. 
 
Monitoring and Review 
This policy will be monitored by the Headteacher and reviewed by the Governing Body 
on a regular basis, or sooner if there are changes in legislation or guidance. 
 
 
 
Date: 10th February 2026 
Review Date: February 2028 
 


