Port Kennedy Primary School

AUTHORISED VISITORS AND EXCURSION HELPERS POLICY

INTRODUCTION:  All persons on the school site who are not staff or students of the school are considered to be visitors.  The Principal has primary responsibility for regulating the conduct of visitors to ensure good order and the safety and welfare of people at the school.

POLICY:

1. Visitors participating in activities involving school children are required to make a confidential declaration about any convictions, circumstances or reasons that might preclude them from working with or near children.
2. Confidential Declarations must be made annually.

3. A badge will be issued to identify those visitors who have completed the Confidential Declaration form and who have been invited to participate in activities involving students. 
4. Visitors may be 

· Authorised Visitors (P & C office bearers, committee members, members, and others on    P & C business; volunteers assisting in the library, canteen, office or with school based programs such as Support-a-Reader, POLP, LOTE, arts, music or physical education at school).

· Classroom Visitors (assisting teachers in  classroom activities)

· Excursion Helpers (assisting teachers in school or class excursions).
5. Registered Visitors are those employed by the Department of Education and Training; other government departments; contract workers and tradespeople; visiting artists, musicians, troupes, circus acts etc. who may visit many schools; and others who are required to be registered with the Department of Education Screening Policy Officer. Visitors who are registered with the department and who are not wearing identifying badges may be required to sign for and wear an “Authorised Visitor” badge.
6. Other Visitors 

· Parents/guardians who are bringing children to class before school commences and collecting children at dismissal are not required to register as Visitors.  
· Parent/guardians who are at school other than at the normal school commencement and dismissal times are required to report to the office. This includes:

· those who are bringing children to school after school commences or 
· those who are collecting children before school dismissal, or 
· those who wish to contact or visit children during school time or recess times.
Procedures
Authorised Classroom Visitors:

1. Teachers ensure that those people who are invited to assist in the classroom complete a Confidential Declaration form

2. Teachers record on a class checklist the name and relationship to the child of the adults who have completed a Confidential Declaration form.

3. Teachers send the forms to the office to be recorded on SIS and filed.

4. Classroom visitors 

· sign for their badge, 

· wear their badge for the duration of the visit, and

·  sign out when the badge is returned to the teacher. 

Authorised Excursion Helpers:
1. The teacher- in -charge of the excursion ensures that those people who are invited to assist with the excursion have completed a Confidential Declaration form
2. The teacher-in-charge of the excursion collects sufficient badges from the Deputies’ office.
3. Excursion helpers 
· sign for their badge,
· wear the badge for the duration of the excursion,  and
·  sign out when the badge is returned to the teacher-in-charge.
4.   The teacher-in-charge of the excursion returns the badges to the Deputies’ office.
Authorised Visitors:

1. The teacher, school officer or employee who supervises the visitor ensures that those people who are invited to assist have completed a Confidential Declaration form.
2. The supervisor may hold badges in a secure place or obtain the badges from the front office.
3. Authorised visitors
· Sign for their badge
· Wear the badge for the duration of the visit, and
· Sign out when the badge is returned to the supervisor.
Registered Visitors:

1. Registered visitors are required to on arrival sign in the visitor’s book at the Reception Desk, and sign out when departing.
2. Registered visitors are required to display their ID badge for the duration of their visit.
3. Registered visitors who do not have an ID badge are required to:
· sign in the visitor’s book, 
· collect  an Authorised Visitor badge from the School Officer or Registrar 
· wear the badge for the duration of their visit, and 
· return the badge when signing out.
Other Visitors:
1. Parents/guardians who deliver a child to class before school and briefly assist to prepare for the day, are not required to register as visitors.
2. Parents/guardians who collect children on dismissal are not required to register as visitors. 
3. Parents/guardians who order their children’s lunches, attend the uniform shop, return library books or similar brief routines are not required to register.
4. All other visitors who attend the school must report to the office.
AUTHORISED
CLASSROOM HELPERS/EXCURSION HELPERS
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