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RATIONALE 
Managing the presence of visitors to the College is critical to maintaining the safety and well-being of staff and 
students. 
 
GUIDELINES 
 
Visitors to the College are defined as all people entering school grounds during school hours other than staff 
members, students and parents/guardians acting in their capacity as parents/guardians delivering or collecting 
children at the start or the end of the school day. 
 
Visitors to Parkdale Secondary College may include the following: 

• prospective parents and prospective employees 
• those who are addressing a learning or developmental need, such as particular aides, 
• counsellors, etc 
• parent and community volunteers 
• invited speakers/presenters 
• representatives of community, business and service groups 
• local members of parliament 
• those who are conducting business such as: 

o uniform suppliers 
o booksellers 
o photographers 
o commercial salespeople 
o trades people 

• Department of Health and Human Services Child Protection Workers 
• Victoria Police 
• Persons who are authorised to enter a school premises for a specific purpose 

 
DUTY OF CARE 
 
Where necessary, the school will assess and verify the suitability of visitors who will work with children. The 
evidence required is generally a working with children check (WWC Check). However if a visitor’s occupation 
exempts them from the requirement to have a WWC check (for example, police officers or teachers), they must 
provide evidence to the College to support this. 
 
APPROVAL OF VISITORS 
 
As schools are not public places, the Principal has ultimate discretion to approve or not approve a potential visitor. 
The Principal also has the authority to exclude people from being on school grounds outside of school operating 
hours.  When deciding to approve a visitor, the Principal will consider the visitor’s suitability, purpose and the benefit 
provided to the students and staff from the visit, specifically: 
 

• the educational merit and potential benefits of the visit; 
• the level of disruption to the ordinary functioning of the College; 
• whether the proposed visit is consistent with the values of public education (including the requirement that 

education in Victorian government schools is secular); 
• whether the proposed visitors will be delivering content that is appropriate (having regard to school policies, 

DET policies and the principles and practice of Australian democracy including the elected government, the 
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rule of law, equal rights for all before the law, freedom of religion, freedom of speech and 
association and the values of openness and tolerance); 

• the potential for the visitor to cause controversy within the school or broader community. 
 
The Principal should consider the suitability of visitors to be in a location where children freely move about, learn 
and play and whether a Working With Children Check is required or exemptions apply. 
 
IMPLEMENTATION 
 
All visitors are required to report to the General Office prior to undertaking any activity within the College. They are 
required to sign a Visitors Book. Visitors will be assigned a visitor’s pass that must be worn at all times. At the 
conclusion of the visit, visitors must sign out and return their visitor’s pass. 
Additional requirements are in place to ensure trades people undertake relevant OHS induction (as per the College’s 
OHS Policy and DET requirements).  
 
All visitors are required to comply with the College’s Vision and Values.  
 
Visitors who fail to follow directions will be directed to the General Office.  
 
The College’s emergency management procedures ensure visitors on site at the time of any emergency (or practice 
drill) are recognised and catered for. 
 
Prior to arranging for a guest speaker/presenter to attend the College, staff members should consult with a member 
of the Principal team and/or learning area managers, to ensure that the content of the presentation is appropriate. 
Teachers should ensure visitors who are attending the College to deliver presentations, seminars or other activities 
and programs to students have been approved by the Principal (or the Principal team) prior to attending the school. 
Specifically: 
 

• The organiser should ensure the content to be delivered is consistent with the requirement that education in 
Victorian government schools is secular, and delivered in a manner that supports and promotes the 
principles and practice of Australian democracy including a commitment to the elected government, the rule 
of law, equal rights for all before the law, freedom of religion, freedom of speech and association and the 
values of openness and tolerance 

• If written information is to be distributed, the speaker/visiting organisation will provide copies to the 
organiser of the activity in advance, to ensure it complies with DET guidelines 

• The organiser should complete the guest speaker/presenter checklist 
 
PARENTS ATTENDING THE COLLEGE 
 

• Requests (by family members, for example) to meet with students will be determined by the Principal, 
considering the best interests of the child and the safety and well-being of the College’s staff members. 

• parents should only attend at the school to deliver and collect their children at the commencement and 
conclusion of the school day (or earlier if the child is ill, has a medical appointment, etc); in such instances 
parents/guardians do not need to sign in. 

• If parents need to attend at the College due to an emergency, they should attempt to contact the school 
prior to their attendance. 

• Save for emergency situations, parents should only be at school for scheduled meetings with staff members 
and pre-arranged volunteering. 

 

 
 


