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St Monica'’s Parish School

Visitor and Volunteer Policy

Vision

Inspired by our Josephite tradition at St Monica’s Parish School, we encourage all
members of our community to nurture body, heart and mind in all we do, and for our
students to act with compassion, empathy, mercy and acceptance, as global citizens
that model the Gospel values.

Purpose
This policy governs the management of all visitors, volunteers or contractors who
enter the school grounds during school hours.

Aims
The aim of the St Monica’s Visitor and Volunteer Policy is to ensure the safety and
wellbeing of all in the school community by outlining procedures for people who
enter the school grounds to follow, and procedures for our staff, students and
parents to follow in identifying visitors to our school.

Principles
St Monica's Parish School cares about the safety of our people. We are therefore
committed to providing a safe and effective work environment for students, staff,
parents, volunteers, confractors and visitors.

Definitions
An “Authorised Person” is a person who has current police check on file with St
Monica'’s Parish School. A “Visitor” is a person who does NOT have current police
check on file with St Monica’s Parish School. They must be under the supervision of
a staff member or delegated authorised person at all times.

Accountability
All members of the School Board and school community are responsible for
promoting adherence to the policy and complying with the policy and standards.

Policy and Procedures

Staff

e Willwear a current “Staff” identification badge at all times when on the
school grounds and when on school business outside of the school grounds

e Wil engage visitors not wearing appropriate identification and direct them
to the office

e Wil reinforce the rule that students do not engage with any visitor not
wearing appropriate identification but report unidentified visitors to staff
members

e Wil seek the permission of the principal and advise the office if they leave
the school grounds during the course of the school day




Students

Will not approach unidentified visitors (i.e. those not wearing appropriate
identification) but will inform a staff member immediately if they see
unidentified visitors on the school grounds

Will always stay with the class group when moving around the school during
class time

Stay within their nominated play areas during breaks except when directed
elsewhere by a staff member

Authorised People

Will report to the front office between the hours of 8.45am and 3.00pm, sign in
and wear appropriate identification displayed in a prominent position upon
their person while on school premises

When leaving the school will return the appropriate identification, sign out
and leave the premises directly via the front office

Will leave items and messages for children at the front office rather than
going to the classrooms, between the hours of 8.45am and 3.00pm

Will engage visitors not wearing appropriate identification and direct them to
the office

Will reinforce the rule that students do not engage with any visitor not
wearing appropriate identification but report unidentified visitors to staff
members

Visitors and Volunteers

Are required to report to the school office immediately upon entering the
school grounds between 8.00am and 3.00pm on school days

Are required to sign in, and display appropriate identification in a prominent
position upon their person when visiting the school other than for front office
enquiries

Must be under the supervision of a staff member or delegated "“Authorised
Person” at all times. Are required to return the appropriate identification and
sign out when leaving the school

Access to the school grounds outside of school hours will be by prior
arrangement with the principal or their delegate.

Implementation and ongoing Management of the Policy

Appropriate signage will be placed around the school to direct visitors to the
front office upon entering the grounds

Parents will be informed of the Visitor and Volunteer Policy via the school
newsletter, website and in conjunction with other information presented to
new students

Regular reminders regarding the policy will be provided in the newsletter
Staff will be reminded of the School Visitor and Volunteer Policy through staff
meetings

Students will be regularly reminded of the School Visitor and Volunteer Policy
Contractors will be informed of the School Visitor and Volunteer Policy as part
of their induction prior to commencing work within the school

Staff, students and parents will share the responsibility to actively reinforce the
School Visitor and Volunteer Policy




Key Roles and Responsibilities

Front Office staff are responsible for ensuring visitors and authorized persons are
signed in/out of St Monica’s Parish School with appropriate identification. All visitors
will familiarize themselves and comply with the St Monica’s WHS and Child
Protection policy guidelines set out in the sign in / out procedure.

Please Note

¢ IN NO INSTANCE is any parent to confront someone else’s child.

e Please do NOT speak to a parent about their child’s behavior towards your
child —refer all matters to the class teacher or member of the leadership
team.

e It is not appropriate for a parent to confront a teacher while a class is in
progress or while a teacher is supervising students.
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