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Keeping Children Safe in Education states that all schools and colleges are required to check that contractors, or 
any employee of the contractor, who is to work at the establishment, has been subject to the appropriate level of 

DBS check, and that adequate supervision is in place whilst on the premises.  
 
Contractors engaging in regulated activity will require an enhanced DBS Check, covering the 
Child Workforce (including a Children’s Barred list Check). Regulated activity includes: 
 
a) Teaching, training, instructing, caring for or supervising children if the person is 

unsupervised, or providing advice or guidance on physical, emotional or educational 
well-being, or driving a vehicle only for children. 

b) Work for a limited range of establishments (which includes colleges), with the 
opportunity for contact with children. 

 
Work under (a) or (b) is regulated activity only if done regularly (more than three days in any 
period of 30 days). However, some activities are always regulated activities, regardless of 
frequency or whether they are supervised or not. This includes relevant personal care, or health 
care provided by or provided under the supervision of a health care professional. 
 
For all other contractors who are not engaging in regulated activity, but whose work provides them 
with an opportunity for contact with children, an enhanced DBS check, covering the Child 
Workforce (not including a Barred List Check) will be required to work unsupervised. 
 
Under no circumstances may a contractor, for whom no checks have been obtained, be allowed 
to work unsupervised or engage in regulated activity at Greenhead College. 
 
When a contractor arrives on campus, they will be required to report to the main reception and 
adhere to the College’s signing in and safeguarding arrangements. Contractors should provide 
proof of their identity, along with an original enhanced DBS certificate. This must be the original 
paper certificate – copies or photos of the certificate, or the DBS check number alone, will not be 
accepted. Alternatively, the contractor’s employer may provide written assurances that the 
appropriate safeguarding checks have been carried out for any of their staff attending the campus 
(see template Letter of Assurance below). The Letter of Assurance form must be completed prior 
to attendance and emailed directly to college@greenhead.ac.uk  
 
Where an external organisation has obtained an enhanced DBS certificate before their staff 
member attends work at the College, which has disclosed any matter or information, the 
contractor must provide the College with a copy of the certificate. 
 
If the contractor does not hold an enhanced DBS certificate, covering the Child Workforce, it is 
important that the College receives advanced notification so that adequate supervision can be 
put in place whilst the contractor is on campus. 
 
If a contractor does not have the appropriate DBS check, they must be supervised by a member 
of Greenhead College staff whilst on campus. They cannot be supervised by another contractor 
who has the appropriate enhanced DBS check. There may be exceptions to this (e.g. during 
College holidays when students are not on campus). Deviation to this will require risk assessing 
and approval from the College Designated Safeguarding Lead and the Director of Estates and 
Operations. 
 
In some circumstances (e.g. self-employed contractors), the College may obtain a DBS certificate 
on the contractor’s behalf. The contractor will be required to reimburse the College for the cost of 
the DBS certificate. DBS fees can be found on the government website www.gov.uk. Please note 
that the turnaround for an enhanced DBS check can be up to eight weeks. Contractors wishing 

mailto:college@greenhead.ac.uk
http://www.gov.uk/


 

to go down this route should contact the College’s Human Resources department via the main 
switchboard.  
 
Basic and standard DBS certificates will not be accepted in any circumstances.  
 
A central record is held by the College Human Resources department to record verifications for 
regular contractors who attend the College campus. 
 
Contractors are required to read the College’s Safeguarding policy, which can be found on the 
College website, in addition to Part 1 of Keeping Children Safe in Education, which can be found 
here. 
 
Harassment, including sexual harassment 
 
Greenhead College is committed to maintaining a respectful and safe environment for all 
individuals, including contractors. The College has a zero-tolerance policy for any form of 
harassment, including sexual harassment, whether verbal, physical, or visual. 
 
Any contractor who experiences or witnesses any form of harassment is encouraged to report it 
immediately to a member of the College Leadership Team via the Front Office, or College email 
college@greenhead.ac.uk. Complaints will be taken seriously, and appropriate actions will be 
taken in accordance with College policy and legal obligations. 
 
If any contractor is found to have engaged in any form of harassment, they will be required to 
leave the premises immediately. 
 
For further details relating to harassment, please see the College’s Sexual Harassment Policy. 
 
The College reserves the right to terminate a contract/arrangement if a contractor does not comply 
with this policy. 
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Template Letter of Assurance  

To be completed by the Contractor and emailed to college@greenhead.ac.uk  

 
<INSERT DATE> 
 
Private & Confidential 
Jessica Randle 
Director of Human Resources and Support Staff Lead 
Greenhead College 
Greenhead Road 
Huddersfield 
HD1 4ES 

 
Dear Jessica 
 
Re: External Worker/Visitor Safeguarding Checks 
 
I write to confirm that the following staff, employed by <INSERT COMPANY NAME>, who will be 
undertaking work unsupervised at Greenhead College, have completed an application form with full 
employment history when first employed, have been recruited on an interview panel whereby at least one 
panel member is safer recruitment trained, and have undertaken the relevant pre-employment vetting 
checks, in line with Keeping Children Safe in Education legislation.  
 
These checks include: 
 

• Verification of the employee’s identity. 

• An enhanced DBS check (including children’s barred list information, for those who will be 
engaging in regulated activity with children).  

• Verification of the employees mental and physical fitness to carry out their work responsibilities. 

• Verification of the employees right to work in the UK, including EU nationals. 

• If the employee has lived or worked outside the UK, further checks as the organisation sees 
appropriate. 

• Verification of the employee’s professional qualifications, as appropriate for the role. 

• Verification that the employee, if employed to carry out teaching work, is not subject to a 
prohibition order issued by the Secretary of State. 

• Two verified references, including questions on behaviours towards children, any ongoing or 
spent formal disciplinary issues, or substantiated LADO allegations and capability.  

 

First Name Surname 

  

  

 
All staff detailed within this letter have received safeguarding awareness and sexual harassment 
training.  
 
I confirm that <INSERT NAME OF ORGANISATION> complies fully with the DBS Code of Practice:  
www.dbs.gov.uk 
 
I agree to advise Greenhead College, as appropriate, of any concerns we may have about the above-
named employee(s) and any information on any of the above vetting checks. 
 
I confirm that our company employees will adhere to Greenhead College’s safeguarding policies and 
procedures. 
 
Yours sincerely 
 
<INSERT NAME> 
<INSERT JOB TITLE> 

mailto:college@greenhead.ac.uk
http://www.dbs.gov.uk/
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Policy title: External Contractors – Safeguarding Checks 

Policy 

Policy owner: Jessica Randle, Director of Human Resources 

and Support Staff Lead 

 

EIA Date: 28.01.2025  

Main aims and purpose of the policy:  

This policy has been written in accordance with the Keeping Children Safe in Education statutory 
guidance. Keeping Children Safe in Education states that all schools and colleges are required to check 
that contractors, or any employee of the contractor, who is to work at the establishment, has been 
subject to the appropriate level of DBS check, and that adequate supervision is in place whilst on the 
premises.  This policy outlines what checks the College requires from external contractors and the 
process. 
 

Type of policy connect to EIA: (select which applies)   

• Proposed new policy   

• Undertaking a review of an existing policy   

• Other (please state):   

 

Please identify any potential impacts that the policy or development of this policy could 
have, on any of the equality grounds identified below. 

 
Equality Ground 

 
Identified Impact 

Age 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
age.  

Disability 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
disability. 

Gender (including gender identity)  
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
gender (including gender identity). 

Marriage and civil partnership 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
marital or civil partnership status 
 

Pregnancy and maternity 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
pregnancy or maternity. 

Race 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
race. 

Religion or belief 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
religion or belief.  



 

Sex 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
sex. 

Sexual Orientation 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
sexual orientation. 

Social / Health Inequalities 
 
 

The policy is consistent in its approach to the management 
of external contractors safeguarding checks regardless of 
social status/health inequalities. 

Select one of the four outcomes below to indicate how the development/implementation 
of the policy will be progressed and state the rationale for the decision.   
 
 
Outcome 
1:   

No change required – the assessment is that the policy is/will be 
robust and/or  

  

 promotes Diversity and Inclusion.   

Outcome 
2:   

Adjust the policy – this involves taking steps to address any adverse 
impacts 

  

 before the policy has been developed.   

 
Outline these steps: 
 

Outcome 
3:   

Continue the policy while mitigating against any potential adverse 
impacts. 

  

Outline how these adverse impacts can be mitigated against: 
 
Outcome 
4:   

Immediate referral to CLT/Governors, as there are adverse effects 
which cannot be 

  

 prevented or mitigated against.   

 

Details of further steps (if required) 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

 


