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Checklist for the Engagement of Contractors Engaged in Child-Connected Work in Catholic Schools
· The purpose of the Checklist for the Engagement of Contractors in Catholic Schools (Checklist) is to assist principals with the selection and engagement of contractors who are engaged directly and who will have direct or indirect contact with children. 
· The Checklist summarises the process in the Catholic Education Commission Victoria (CECV) Guidelines on the Engagement of Contractors in Catholic Schools (Guidelines). References in the Checklist refer to those in the Guidelines.
· The principal is responsible for the selection and engagement process. 
· On completion of the Checklist, the principal should place the original in the school’s contractors file.
· Note: the Guidelines contain additional general information about child safety, anti-discrimination and privacy (including ongoing obligations) that are not part of the Checklist. 

	PART
	TASK
	TEMPLATE DOCUMENT
	DETAILS
	ACHIEVED (TICK)

	Part 1: Description of the Services
	· Prepare/Review Description of Services


	Attachment 2: Example Description of Services for Contractors


	Include statement of duties; set out role, responsibilities and expectations of position
	

	
	
	
	[bookmark: _GoBack]Include selection criteria; list the main qualifications, qualities, attributes, skills and expectations
	

	
	
	
	Incorporate expectation for contractor to provide a child-safe environment; set out duties/attributes etc. relating to child safety
	

	Part 2: Advertise/tender process/request for services
	· Prepare advertisement/ tender process/ request for services
	N/A
	Ensure that advertisement/tender process emphasises that contractor must be suitable to be engaged in child-connected work
	

	
	· 
	
	Include a statement in all written communications as follows: ‘This school community promotes the safety, wellbeing and inclusion of all children’. Written communications should also state that the contractor must be prepared to hold or be willing to acquire a Working with Children Check.
	

	Part 3: Application process 
	Application process for contractors

	Attachment 3: Template Contractor Application Form



	The application form should include:
· basic information to screen prospective contractors prior to interview
· space to record the proposed contractor’s history of work involving children
· space to list referees and provide consent for the panel to contact previous employers/clients	Comment by Carole Lander: Divide this cell with a line beneath this bullet item (as indicated with underscore)
	

	PART
	TASK
	TEMPLATE DOCUMENT
	DETAILS
	ACHIEVED (TICK)

	
	
	Attachment 2: Example Description of Services 
for Contractors
	Provide access to the Description of Services for Contractors 	Comment by Carole Lander: Please refer to style of similar checklist for VOLUNTEERS to see how these columns are divided. These underscored lines are an indication only.

	

	
	
	
	Provide access to the school’s child-safe policy and code of conduct
	

	
	
	
	Provide access to the CECV Commitment Statement to Child Safety and Statement of Principles regarding Catholic Education (if relevant)
	

	Part 4: 
Interview 
(if relevant)
	Arrange interview 
(for contractor)
	Attachment 3: Template Contractor Application Form
	Offer interview to potential contractor following assessment of suitability from Contractor Application Form
· Ask applicant to bring proof of identity, qualifications, registration and Working with Children Check (as relevant)
	

	






	Prepare for interview
	Attachment 4: Template Contractor Assessment Sheet
	Prior to interview, review Template Contractor Assessment Sheet and develop questions based on Description of Services
	

	
	Conduct interview
	
	Interview potential contractor with agreed questions
	

	
	
	
	Sight proof of identity, qualifications, registration and Working with Children Check (as relevant)
	

	
	
	
	Confirm referee details and discuss contacting previous employers/clients
	

	Part 5: 
Referee checks 
(if relevant)
	Conduct referee checks
	Attachment 5: Template Referee Report for Contractors
	Conduct at least two referee checks for the potential contractor, including most recent employer, and compile written record of each check
	

	
	
	
	Establish and verify the referee’s relationship with the potential contractor	Comment by Carole Lander: Insert line under this to match line in final column.	Comment by Carole Lander: Insert line under this to match line in final column.
	

	
	
	
	Verify potential contractor’s work history and experience
	

	
	
	
	Verify potential contractor’s history of work with children and ask questions relating to child safety
	

	
	Check registration
	–
	If relevant, confirm potential contractors’ professional registration on registering body’s website
	

	
	Make decision
	–
	At the conclusion of interviews and referee checks, assess the suitability of the contractor to be engaged at the school
	

	PART
	TASK
	TEMPLATE DOCUMENT
	DETAILS
	ACHIEVED (TICK)

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

	
	Retain documents
	–
	Principal to retain documents for at least seven years and to comply with privacy legislation and policies in relation to the storage and use of personal records
	

	Part 6: 
Pre-engagement checks 
	Conduct relevant pre-engagement checks
	–
	Ensure contractor has, as relevant:
· Working with Children Check
· Registration with other professional body (where relevant for other professional staff)
· National Police Record Check (if required)
	

	Part 7: Engagement of contractors (all) 
	Confirm the engagement in writing
	See Engaging External Labour Providers and Casuals – A Guide for Schools
	Ensure that terms of engagement:
· attach Description of Services
· attach school/college’s child-safe policy and code 
of conduct
· attach CECV Commitment to Child Safety
	

	Part 8: Engagement 
of contractor (company, partnership 
or trust)
	Confirm the engagement in writing
	See Engaging External Labour Providers and Casuals – A Guide for Schools and Form A


Attachment 5: Template Referee Report for Contractors

	Ensure that terms of engagement require contractor to provide to the school, in respect of each person proposed to be engaged at the school and before the person commences performing services:
· evidence of the person’s WWC and police check, 
(if required)
· proof of each person’s identity and any professional or other qualifications
· history of the person’s work involving children
· copies of referee checks (conducted and completed either by the contractor or school)
	

	Part 9:
Induction
	Arrange for induction
	Attachment 6: Template Contractor OHS Induction Checklist
	Arrange for induction of the contractor (see Attachment 6 for detailed checklist)
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