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Contractors and Visitors Policy  
 

1.0  PURPOSE 

To provide a safe and secure learning and teaching environment for students and staff by 

establishing processes to engage, screen, supervise and manage contractors and visitors to 

Youth2Industry College.   

2.0  SCOPE 

This policy applies to all Contractors and Visitors who may attend College grounds when the College 

is open for instruction between the hours of 8.30am to 4:00pm, and when the office is staffed to 

monitor/receive visitors at reception.  

Outside of these times, our front office is not staffed and the only visitors who are permitted on 

College grounds are parents/carers or their delegates who are dropping off or picking up students 

from College events. These include parent teacher interviews, or information nights or other College 

organised activities.  

Community groups who have entered into contracts or agreements with the College are also able to 

use College premises outside of College hours.  

This document will be available at reception, SharePoint and referenced in the staff and student 

handbooks. 

3.0  DEFINITIONS 

Child-Connected Work: Work authorised by the school governing authority and performed by an 

adult in a school environment while children are present or reasonably expected to be present. 

Child-Related Work:  As defined in the Worker Screening Act 2020 (Vic), work that usually involves 

(or is likely to involve) direct contact with a child (including oral, written or electronic communication 

as well as face-to-face and physical contact) that is a central part of that person’s duties. Child-

related work may be either paid or unpaid (voluntary). It does not include work that involves only 

occasional direct contact with children that is incidental to that person’s work. 

Closely Related Family Member: Includes parent, carer, step-parent, spouse, domestic partner, 

grandparent, mother-in-law, father-in-law, uncle, aunt, brother, sister, half-sibling, step-sibling, 

brother-in-law or sister-in-law. 

Contractor: A person, partnership, company or organisation which provides services under a 

contract with the school. This includes all sub-contractors and their workers. 
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Personal Information: Information or an opinion about an individual (or an individual who is 

reasonably identifiable) whether the information or opinion is true or not, and whether the 

information or opinion is recorded in a material form or not. 

Visitor:   A member of the public who visits the school.  

WWC Check: Working with Children Check. 

4.0  IMPLEMENTATION 

Youth2Industry College strives to create an open and inclusive College community and encourages 

parents and carers to be actively involved in their child’s development and education. We also strive 

to foster strong partnerships with local community services, other schools and organisations.  

The school takes a zero-tolerance approach to child abuse and is fully committed to ensuring that its 

policies, procedures and practices meet the Child Safe Standards as specified in Ministerial Order No. 

1359 - Implementing the Child Safe Standards – Managing the risk of child abuse in schools. 

Youth2Industry College is not a public place. The Principal has the authority to permit or deny entry 

to College grounds. All contractors and visitors are required to familiarise themselves with our 

College’s QMS: 401 Student Safety and Wellbeing Policy and QMS: 400 Student Safety Staff Code of 

Conduct. 

From time to time, different members of the public may visit our College. Contractors and visitors 

may include, but are not limited to:  

• Parents/carers 

• Volunteers – refer to QMS:432 Y2IC Volunteers Policy for more information 

• Prospective parents, students and employees 

• Invited speakers, sessional instructors and others addressing learning and development 

• Public officials (e.g. Members of Parliament, local councillors) 

• Persons conducting business e.g official College photographers 

• Tradespeople 

• Department of Health and Human Services workers 

• Victoria Police 

• Persons authorised to enter College premises (eg Worksafe inspectors, health officers etc) 

• NDIS therapists or other allied health or health practitioners 

5.0 ENGAGEMENT AND MANAGEMENT OF CONTRACTORS 

Our College will enter into a separate written contract with a contractor for the provision of services 

and will use the checklist in Appendix A to help with engagement and management.  
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Our College has a duty to contractors (who are defined as ‘employees’ in the Occupational Health and 

Safety Act 2004 (Vic)) to eliminate or minimise risks to health and safety, so far as is reasonably 

practicable. As part of this, the school must: 

• Provide and maintain safe plant (machinery and equipment) 

• Provide and maintain safe systems of work (for example, controlling entry to high-risk areas 

and providing systems to prevent falls from heights) 

• Ensure the safe use, handling, storage or transport of plant or substances 

• Keep workplaces in a safe condition, free of risks to health (for example, ensure fire exits are 

not blocked) and 

• Give contractors the necessary information, instruction, training or supervision to enable 

them to do their work in a way that is safe and without risks to health. 

 

The College will need to consider the type of work which contractors are doing and whether they 

may come into contact (including indirect contact) with students in assessing what level of induction 

and training in child safety and wellbeing the contractor requires. The College will undertake a risk 

assessment to decide what level of ongoing supervision is necessary to ensure that contractors 

perform their role in a way that promotes child safety and wellbeing. 

During the induction process, contractors will be provided with copies of relevant policies (refer to 

Appendix A). In acknowledgement of having completed the induction program, receipt and 

understanding of policies, Youth2Industry College contractors will sign off using the QMS: 500-11 

Y2IC Acknowledgement of Policy Receipt form (relevant polices only). 

The College will also maintain a contractor register. This provides a way to record and manage the 

induction details of all contractors, including any sub-contractors, who provide services or undertake 

work at the School.  A template contractor register is included in Appendix B. 

6.0 MANAGEMENT OF VISITORS 

Annual training will be provided for regular visitors that will include: 

• QMS: 401 Y2IC Student Safety and Wellbeing Policy  

• QMS: 400 Y2IC Student Safety Staff Code of Conduct  

• QMS: 402 Y2IC Duty of Care Policy for Community 

• QMS: 403 Y2IC Duty of Care for Staff 

• QMS: 404 Y2IC Student Safety and Wellbeing – Raising and Responding to Concerns Policy 

and Procedures  

• QMS: 410 Y2IC First Aid Policy and Procedure 

• QMS:412 Y2IC External Providers Policy and Procedures 

• QMS: 413 Y2IC Accident Policy and Procedure 

• QMS: 415 Y2IC Critical Incident Policy and Procedure 

• QMS: 416 Y2IC Emergency Management Plan Procedure 

• QMS: 422 Y2IC Anti-bullying and Harassment 

https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004/
https://www.legislation.vic.gov.au/in-force/acts/occupational-health-and-safety-act-2004/
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• QMS:425 Y2IC Diversity and Equal Opportunity Policy 

• QMS: 438 Y2IC Grievance Policy (Staff) 

• QMS: 437 Y2IC Grievance Policy (Community) 

• QMS: 423 Y2IC Student Wellbeing and Engagement Policy 

• QMS: 430 Y2IC Student Welfare, Inclusion, Care and Safety Policy 

• QMS: 600 Y2IC OHS Risk Management Policy 

• QMS: 601 Y2IC OHS Policy 

In acknowledgement of having completed the induction program, receipt and understanding of 

policies, Youth2Industry College contractors will sign off using the QMS: 500-11  Y2IC 

Acknowledgement of Policy Receipt form (relevant polices only). 

7.0 SIGN IN PROCEDURE 

All contractors and visitors to Youth2Industry College are required to report to the College office on 
arrival and must: 

• Record their name, the name of the College contact person and the purpose of the visit  

• Provide proof of identification to office staff upon request 

• Produce their valid Working with Children Check where required by this policy  

• Wear a visitor’s name tag at all times  

• Follow instruction from College staff and abide by all relevant policies relating to appropriate 

conduct on College grounds including Child Safety Code of Conduct, and Anti-bullying and 

Harassment  

• Return to the office upon departure and sign out  

 

Youth2Industry College will ensure that our College’s Student Safety Staff Code of Conduct/Child 

Safety Statement of Commitment are available and visible to non-regular visitors or emergency 

contractors when they sign in. Refer to QMS: 400-46 Y2IC Visitor Sign In Sheet. 
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8.0 ACCEPTABLE BEHAVIOURS 

Contractors and visitors must also behave in a way which is consistent with the values, philosophy and 

policies/procedures of the College and QMS: 400 Y2IC Student Safety Staff Code of Conduct. For 

example 

• Contractors must not interact with any students (other than at the level of a polite ‘hello’) 

including via electronic communications such as email, social media, SMS and instant 

messaging 

• There is no smoking, alcohol or drugs on school premises at any time 

• Swearing will not be tolerated on school premises 

• Contractors are only permitted to use staff toilet facilities. 

• Contractors and visitors must be respectful and courteous in all dealings with staff, students, 

parents and family members, and members of the public 

• Contractors and visitors must comply with any reasonable direction given by a member of 

staff 

• Contractors and visitors must ensure that any personal information they become aware of 

because of their work is managed sensitively and in accordance with the College Privacy 

Policy.  

• Contractors and visitors must immediately report any risks, hazards, incidents, accidents and 

injuries to reception  

• Any grievances or complaints will be dealt with in accordance with the College Grievances 

Policy. 

 
Contractors and visitors must immediately report any child safety or wellbeing concerns to a member 

of staff. For the avoidance of doubt, this includes reporting to a member of staff:  

 

• Any concern or suspicion about the physical, psychological or emotional health, safety or 

wellbeing of a student 

• Any concern or suspicion about the inappropriate action or behaviour of any adult, student 

and 

• Any concern or suspicion about any adult in the school environment (including employees, 

contractors, volunteers and visitors) regarding an allegation made under the Reportable 

Conduct Scheme. 

 

9.0 SCREENING CHECKS 

For Working with Children Clearance (WWC Check) and other suitability requirement relating to 

parents/carers and other volunteers working with students please see our QMS:432 Y2IC Volunteers 

Policy. 

All contractors and visitors who are engaged in child-related work must have a valid WWC Check. 
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In some circumstances, visitors to Youth2Industry College who are not engaged in child-related work 

will also be required to produce a valid WWC Check to the Principal (or nominee) depending on the 

particular circumstances of their visit. For example, Youth2Industry College will require a valid WWC 

Check for contractors and visitors who will be working regularly with children during the time they 

are visiting the school premises, even though direct contact with children is not a central part of their 

normal duties.  

Visitors who will be working in areas away from students (e.g. a visiting auditor who will be located in 

the front office with administration staff) or who will be supervised and accompanied by a staff 

member during their visit (e.g. a prospective parent on a College tour) will not be required to have a 

WWC Check. 

 

Sworn Victoria Police officers or sworn Australian Federal Police officers are exempt from requiring a 

WWC Check but may be asked to verify that they are sworn officers by providing proof of 

identification.  

Considering our legal obligations, and our commitment to ensuring that Youth2Industry College is a 

child safe environment, contractors and visitors required to have a WWC Check as per this policy, 

must produce their valid card to the Principal (or nominee) for verification. The College will maintain 

a WWC Check register for all.  Refer to QMS:500-10 Y2IC Register WWCC Cardholders. 

10.0 INVITED SPEAKERS AND PRESENTERS 

On occasion, Youth2Industry College may invite external speakers or providers to deliver incursions, 

presentations, workshops and special programs for our students. Youth2Industry College will:  

• Ensure that the content of presentations and programs by external providers contributes to 

the educational development of our students and is consistent with curriculum objectives 

• Ensure that any proposed visit, programs or content delivered by visitors delivered in a 

manner that supports and promotes the principles and practice of Australian democracy 

including a commitment to: 

o Elected government 

o The rule of law 

o Equal rights for all before the law 

o Freedom of religion 

o Speech and association 

o The values of openness, tolerance and respect for the range of views held by students 

and their families 

 

11.0 PARENT VISITORS  

We understand that there may occasionally be a reason why a parent/carer may want to speak to or 

see their child at College, during College hours.  
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If there is a particular pressing or unavoidable issue that cannot wait until the end of the College day, 

we ask that parents/carers call the College office to make the request to speak to or see their child 

during College hours. 

We also ask that parents avoid arranging to visit their children at College wherever possible, as this 

can cause inappropriate disruptions to the College day.  

All parents/carers who visit our College during College hours, other than for the purposes of College 

pickups and drop offs or for specific College events (e.g. parent teacher interviews, concerts, 

assemblies etc.), are required to sign in as a visitor at the College office. 

12.0 BREACH 

If a Contractor or Visitor fails to comply with this policy, the College may respond in a number of 
ways, depending on the nature of the breach, but which may include:  

• Issuing the person with a warning (written or verbal) in relation to the breach and advising 
them of the consequences should a further breach occur 

• Limiting or banning the person’s access to school premises or from attending or being 
involved in school activities, functions or events 

• Terminating the person’s engagement with the school or 

• Reporting the behaviour to Victoria Police or any other relevant agency, where appropriate. 

 

13.0  ASSOCIATED DOCUMENTS 

• QMS: 202 Y2IC Privacy Policy 

• QMS: 401 Y2IC Student Safety and Wellbeing Policy  

• QMS: 400 Y2IC Student Safety Staff Code of Conduct  

• QMS: 402 Y2IC Duty of Care Policy for Community 

• QMS: 403 Y2IC Duty of Care for Staff 

• QMS: 404 Y2IC Student Safety and Wellbeing – Raising and Responding to Concerns Policy 

and Procedures  

• QMS: 410 Y2IC First Aid Policy and Procedure 

• QMS:412 Y2IC External Providers Policy and Procedures 

• QMS: 413 Y2IC Accident Policy and Procedure 

• QMS: 415 Y2IC Critical Incident Policy and Procedure 

• QMS: 416 Y2IC Emergency Management Plan Procedure 

• QMS: 418 Y2IC Digital Technologies Policy and Procedures (Internet, social media and digital 

devices) 

• QMS: 422 Y2IC Anti-bullying and Harassment Policy 

• QMS: 425 Y2IC Diversity and Equal Opportunity Policy 

• QMS: 438 Y2IC Grievance Policy (Staff) 
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• QMS: 437 Y2IC Grievance Policy (Community)    

• QMS: 423 Y2IC Student Wellbeing and Engagement Policy 

• QMS: 430 Y2IC Student Welfare, Inclusion, Care and Safety Policy 

• QMS: 600 Y2IC OHS Risk Management Policy 

• QMS: 601 Y2IC OHS Policy  

• QMS: 432 Y2IC Volunteers Policy 

• QMS: 400-46 Y2IC Visitor Sign In Sheet 

 

VERSION CONTROL DETAILS 
 

Revision History 

Date Version Author Change Reference 

25/5/2020 1.0 P. Vakakis Initial Policy 

31/5/2024 2.0 P. Vakakis Review 
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20/08/2024 2.0 Y2IC Board August 2027 

11/04/2025 3.0 T. Witenden August 2027 
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                       Appendix A 

Checklist for the Engagement of Contractors 
 
Purpose 

The purpose of this Checklist is to assist the College with the selection and engagement of Contractors who 

are engaged in Child-Connected Work or Child-Related Work. 

 

No. Task Details Status 

1.  Prepare job 
description / 
advertise job 

Ensure that job descriptions and recruitment advertisements contain: 
 

• Statement of duties, responsibilities and expectations 
regarding child safety and wellbeing. 

• Selection criteria (including any essential or relevant 
qualifications, experience and skills). 

• Child safety expectations and requirements. 
 

Job descriptions and advertisements should state that contractors 
must be prepared to hold or obtain a Working With Children Check or 
other screening check (if required). 

 

2.  Complete 
application 
process 

Ensure that applications include the following information: 

• At least one form of identification (e.g. current driver’s licence 
or passport) 

• Document confirming qualifications (if relevant) 

• History of working with children 

• Valid Working with Children Check card 

• Previous employers 

• At least two referees 
 

Provide the contractor with copies of the school’s child safety policies 
and procedures. 

 

3.  Interview 
contractor 

Ask questions relevant to child safety. For example: 
 

• Does the contractor have experience working with children? 

• Does the contractor understand appropriate behaviours when 
engaging with children? 

• Confirm referee details with contractor. 
 

 

4.  Conduct 
referee checks 

Conduct at least two referee checks, including most recent employer.  
Ask questions about the contractor’s character and experience in 
working directly with children and young people (if applicable). 
 

 

5.  Conduct 
relevant 
screening 
checks 

Sight, verify and record Working With Children Check or any equivalent 
background check (as required). 
 
Collect and record proof of identity, qualifications, history of working 
with children and references. 
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6.  Notify 
unsuccessful 
applicant 

If the contractor is assessed as unsuitable for the contract at the 
school, thank them for their interest and inform them that they were 
not successful. 

 

7.  Confirm 
engagement 
in writing 

If the contractor is successful, enter into a written agreement with the 
contractor for the provision of services.  

 

8.  Arrange for 
induction 

Provide induction relevant to the scope and nature of the contractor’s 
work. Policies to be covered during induction include but are not 
limited to: 
 

• QMS:401 Student Safety and Wellbeing Policy 

• QMS:400 Y2IC Student Safety Staff Code of Conduct 

• QMS:402 Duty of Care Policy for Community 

• QMS:403 Duty of Care for Staff 

• QMS:404 Y2IC Student Safety and Wellbeing – Raising and 
Responding to Concerns Policy and Procedures 

• QMS:410 First Aid Policy and Procedure 

• QMS:413 Accident Policy and Procedure 

• QMS:415 Critical Incident Policy and Procedure 

• QMS:416 Emergency Management Plan Procedure 

• QMS: 422 Anti-bullying and Harassment 

• QMS:425 Y2IC Diversity and Equal Opportunity Policy 

• QMS:438 Y2IC Grievance Policy (Staff) 

• QMS:437 Y2IC Grievance Policy (Community) 

• QMS: 423 Student Wellbeing and Engagement Policy 

• QMS: 430 Student Welfare, Inclusion, Care and Safety Policy 

• QMS:600 OHS Risk Management Policy 

• QMS:601 OHS Policy 
 

 

9.  Arrange for 
supervision 

Undertake a risk assessment to determine what level of ongoing 
supervision and management is necessary to ensure the contractor 
performs their role in a way that promotes child safety and wellbeing. 
 

 

10.  Provide 
ongoing 
training 

Provide ongoing training relevant to the scope and nature of the 
contractor’s work. 
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                                         Appendix B 

Contractor Register 
A Contractor Register is a useful way to record and manage the induction details of contractors, including any subcontractors, who are providing services or 

undertaking works at the school. The Register should be maintained by the Principal (or delegate) and saved on SharePoint. 

 

Entry Name (Individual or 
Company) 

Services 
Provided 

Contact Details 
(Phone, Address, 

Email) 

Public Liability 
Insurance 

(Amount, Policy 
Number and 
Expiry Date) 

Worker’s 
Compensation 

Insurance (Policy 
Number and 
Expiry Date) 

COVID-19 
Vaccination 

Records 

Other Relevant 
Screening 

Checks 

Induction Date 

1.          

2.          

3.          

4.          

5.          

 


