St Luke’s School: Management of Contractors on Site

2025

Government of J ersey Po/icies
St Luke's school works within the framewar/( of the Government of J ersey Ioolicies and codes of
Prach’ce. Please access the latest Ioub/is/led caloies of these via the link below:

C/u‘/dren, Young Peo'p[e, Education and Skills Policies (gov.dje)

General Poliaj Slatement
The Headleacher and Senior Leadership Team (SLT) of St Luke's School believe that the health and
so,J:etg Of persons within the schoal is of Po,ramounk imPortance. I} is our inkention to Preven|; accidents
and occuPaHonal ill health and where Possible eliminale hazards in the workplace.
The Headleacher and SLT will ensure that others who are affected bH our aclivilies are not subjecked bo

risks to Hleir healHl and safehj. This wiu inclucle Pupils, visikors, Parents, volunkeers cmc[ conkraclors.

The Headleacher and SLT must o,ccepk the resPonsibiliLH for health and safeh:j of visifors fo the school,

mcludmg conkrackors.

All visitors o the school will be asked to sign in o} the school oHice and sign out when HmeH leave. Each
class teacher will accepk resPonsibilikH for sPeciJ:ic volunleers or visitors including checkmg that H‘LCH are
aware of emergency Procedures and suPervising their evacualion in case of an emergency.

DCPUITH Headkeacher Wiu ensure H‘LQI? VO[UI’II?CCFS hQVC H’le necesso,rg SQI_‘C'IH informo,ﬁon.

Sa’:etg ResPonsibilihes of GrouPs and Individual Members of Slaff are as fouows:

The Carelaker will:

a. ensure le Safel?l\.j Procedures are deve[oped and adhered ITO fOF OPCFOHODS co,rried 0Ul7 WiH’Iin H’le

SChOO[ I:)H Hleir SITO,HI o,nd bl\.j outside COT‘LI?I"QC'IOFS u.n.der Hleir COﬂl?I"Ol;

Sta’r’r Liuising with Conlraclors

Skaff liaising with conlraclors co,rrljmg out work al the school should bear in mind that H’»eg have a
resPonsibiliLH to lake aPProPriake aclion if H’LGH observe the contraclor or their emploHees us'mg any
working Prachce or item of equipmenk which the member of slaﬁ considers to be dangerous or Potenha“g

dangerous. Such aclion could include rePorhng the malter to the School Carelaker for them lo rechﬂj or
the Headleacher.

Skaff musk ensure that o conbractor arriving ak sike, reporks bo recephon and a nominaled person ensures
that the conbractors are in;ormed of any hazards on the school sike eg. asbestos. Approval must also be
gained bH the conlraclor to stark work. Oan those skaff nominated bH the Headbeacher to liaise with the
conbractors musk undertake this achvilg due lo the Procedures Pul in Place bU the school to implemenl the
Government of Iersegls Asbestos

Management in Hw Workplace PO[iCU and H1e SGFCITH Managemenk OI.‘ Conl‘ro,ctors PO[iCH.


https://www.gov.je/government/departments/education/pages/policies.aspx

St Luke’s School: Management of Contractors on Site

2025

Generol Emergencg Procedures
The summonin9 OJ: emergencg services is via H‘ie SChOOl Secreiarg o,nd H‘le Heacueacher. Il’l H‘ie even|; OJ: a

major disaster the Crilical Incident Mo,no,gemenl' Team must be alerted.

Fire Procedures — (also see the Fire So]:elg PolicH)

The signai for evacualion will be the conlinuous ringing of the J:ire bell. AlwaHs evacuale the school if the
fire alarm sounds — assume every alarm could be for real. Never re-enter the builciing while the alarm is
shill sounding or l)eJ:ore a senior member of siaff has conJ:irmeci it is safe to do so.

On hearing the o,larm, leave the room you are in and Proceed lo the nearest safe exit out of the buiiding,
swiiching off Hie iighis, ciosing Hie doors anci winciows as you do SO.

EverHone must walk swiJ:HH — nok run — and lake no beiongings with them.

When oulside the building assemble the PuPils of the assemblg Poinl:. Check that all

PuPiis/visiiors/voiunieers, ekc. are accounted for.

Health Issues
Smol(ing (also see the No Smol(ing al Work Policg)

Inan effori to reduce the risk fo health from Passive smoking, this school is a no smoking sife.

AlCOI‘lOl and DFUS Al)use (OISO see Hie DFUSS and AlCOhOl Gl' WOrI( POliCH)

Sl?CiH_' O,Hending WOFI( while under H’le infiuence Of OlCOhOl or drugs CFCQITCS an u,nProFessiono,i imo,ge Of

the school and increases the risk of accidents both o themselves and to colieagues.
Some drugs Prescribed for medical reasons are lil(elg bo imPairJudgmeni and lower concenltralion. If you
feei you are affecied when on medicalion Please inform your line manager so that additional

o,rro,ngemenis mQH be made ITO so,feguo,rd HOU whiie 0[7 WOFI(.

Specipic Hazards

Schools are nol 9enerali3 considered dangerous Places to work in, but H’IGH can shill Preseni risks which
could lead to injurg or ill health. The hazards relevant o this school are delailed below qiong with the

SGer Procedures PUI7 in P[GCG 170 manage H’Ie o,ssocio,ied I"iSl(S.

Asbestos (also see the Asbestos Monogemenl in the WOrkPlace Policg)
The school has had an asbesios survey comPieied for Hie Premises. This is sioreci in Hie red IPH Log
Book.  The School Carelaker has been nominaled to liaise with conlraclors to ensure that H’IGH are

Provicied with relevant safeig informaiion and will approve works o be underfaken in school.
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Pre—Arrival Communicahon

Conlacl Conj:irmalion: Confirm the conlractor's arrival dale and lime in advance.
Documenlalion: Request relevant documents such as risk assessmen|;s, method qulemean, and proof of

insurance.

DBS Checl(s: Ensure H"LOL conkro,ctors Wl”LO will |’10V€ GHH COHLGCL W'lH"L chi[dren hGVG Hw necessaru DBS
checl(s.

Arrival Procedures

Sign—In: Require contraclors lo sign in o} the school OJ:J:ice upon arrival and receive a visifor badge.
Brief'mg Session: Conducb a shorb briefing on school Policies, including healHn o,ncJ, so,feku, so,feguo,rcling,

o,nd emergencu PI"OCCCI,UI"GS.

Sile Orientalion

Tour of Hue Premises: Provide a quick lour of re[evanl areas, highliﬂhhng emergency exiks, fire assemblu
Po'mls, o,nd firsl—o,id stahons.

Restricted Areas: Cleo,rlH idenhj:u and communicale ony restricled areas within the school.

Health and Sa’[etg Brie!:ing

Risk Assessmenk: Discuss any sike—sPecific risks and the contraclor's risk assessment.

Personal Proleclive Equipment (PPE): SPecifH any required PPE and ensure conbractors have the
necessary equiPmenL

School Aclivilies: InJ:orm conlractors of any school aclivilies or evenls that may qucL their work.

Soreq uardinq Prolocols

Conlact with PuPils: Reinj:orce that conbraclors should have no unsupervised contact with Pupils and
should repork any concerns immediatelu to the school's designqled safeguarding lead.
Emergencg Conlacls: Provide keH contact informahon for the school's squguqrdmg lead and emergency

procedures.

Ongoing Supervision
Poin} of Conlack: The Carelaker is the Primaru Poink of contact for the duralion of the contractor's work.

Check-Ins: Schedule regular check-ins |?0 address GI’IH issues or changes in H1e WOFI( P[Gn.

Delpo,rlure PFOI'OCOI

Sign-Oul: Ensure conh‘aclors sign ouk ak H1e school Office upon complehon of Hmeir work each dau.

Feedbaclc Requesl feedback from H1e conh‘aclor on H1e ‘mduchon process and Hmeir exPerience worl(mg al

H1e SChOOl.

BU follow'mg this induchion process, you can help ensure thal conlraclors are aware of their
resPonsibiliHes and the school's expectaﬁons, which helps mainkain o safe and Procluchve environment for

everuone 'mvolvecl.



