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Scope and responsibility 
This policy applies to Matbaa staff and subcontractors carrying out surveys, deliveries or installations at 
ƐĐŚŽŽůƐfĂŶĚfĐŽůůĞŐĞƐ͘fdŚĞf'ĞŶĞƌĂůfDĂŶĂŐĞƌfŝƐfDĂƚďĂĂ͛ƐfƐĂĨĞŐƵĂƌĚŝŶŐfĐŽŶƚĂĐƚfĂŶĚfďƌŝĞĨƐfƚŚŽƐĞfĂƚƚĞŶĚŝŶŐf
on the arrangements for each visit. 

Before attending site 
We will always try to arrange work outside school hours or during school holidays where possible. If 
pupils will be present, agree the work area, access route, timing and supervision arrangements with the 
school before attending. Agree how to keep pupils separate from the work area, using barriers or 
ĞƐĐŽƌƚĞĚfĂĐĐĞƐƐfǁŚĞƌĞfŶĞĞĚĞĚ͘fhŽŶĨŝƌŵfƚŚĞfƐŝƚĞfĐŽŶƚĂĐƚfĂŶĚfŚŽǁfƚŽfƌĞĂĐŚfƚŚĞfƐĐŚŽŽů͛ƐfĚĞƐŝŐŶĂƚĞĚf
safeguarding lead (DSL). 

Confirm identity and any applicable DBS checks with the school before the visit. If checks or agreed 
supervision are unavailable, pause and agree a safe alternative with the school before starting. 

Conduct on site 
^ŝŐŶfŝŶfĂŶĚfŽƵƚ͕fĐĂƌƌǇfŝĚĞŶƚŝĨŝĐĂƚŝŽŶfĂŶĚfĨŽůůŽǁfƚŚĞfƐĐŚŽŽů͛ƐfŝŶƐƚƌƵĐƚŝŽŶƐ͘f^ƚĂǇfǁŝƚŚŝŶfĂŐƌĞĞĚfǁŽƌŬfĂƌĞĂƐf
and keep pupils clear of tools, materials and vehicles. Avoid being alone with a pupil or exchanging 
ƉĞƌƐŽŶĂůfĐŽŶƚĂĐƚfĚĞƚĂŝůƐ͘fdĂŬĞfũŽďfƉŚŽƚŽŐƌĂƉŚƐfŽŶůǇfǁŝƚŚfƚŚĞfƐĐŚŽŽů͛ƐfƉĞƌŵŝƐƐŝŽŶfĂŶĚfŬĞĞƉfƉƵƉŝůƐfŽƵƚfŽĨf
the images. 

Reporting a concern 
ZĞƉŽƌƚfĂŶǇfƐĂĨĞŐƵĂƌĚŝŶŐfĐŽŶĐĞƌŶ͕fĚŝƐĐůŽƐƵƌĞfŽƌfĂůůĞŐĂƚŝŽŶfŝŵŵĞĚŝĂƚĞůǇfƚŽfƚŚĞfƐĐŚŽŽů͛Ɛfb^>fŽƌfĚĞƉƵƚǇf
ĂŶĚfŝŶĨŽƌŵfDĂƚďĂĂ͛Ɛf'ĞŶĞƌĂůfDĂŶĂŐĞƌfƉƌŽŵƉƚůǇ͘f/ĨfƐŽŵĞŽŶĞfŝƐfŝŶfŝŵŵĞĚŝĂƚĞfĚĂŶŐĞƌ͕fĐĂůůfϵϵϵ͘f/ĨfĂfƉƵƉŝůf
tells you something, listen calmly, explain that you need to tell someone who can help, and leave any 
investigation to the appropriate authorities. 

ZĞĐŽƌĚfǁŚĂƚfǇŽƵfƐĂǁfŽƌfŚĞĂƌĚ͕fǁŝƚŚfƚŚĞfĚĂƚĞfĂŶĚfƚŝŵĞ͕fƵƐŝŶŐfƚŚĞfƉƵƉŝů͛ƐfŽǁŶfǁŽƌĚƐfǁŚĞƌĞfƉŽƐƐŝďůĞ͘f
Keep the record secure and share it only with those who need it to respond. 

Approval and review 
The Managing Director approves this policy. The General Manager reviews it annually and after a 
safeguarding incident or significant change in how we work on school sites. 

Riza Yelden               Signature __________________   Date __________ 
Managing Director        Next review __________________________ 
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