VISITORS POLICY

Help for non-English speakers

If you need help understanding the information in this policy please contact Port
Phillip Specialist School on 96460855

PURPOSE

To provide a safe and secure learning and teaching environment for students and staff by establishing
processes to monitor and manage visitors to Port Phillip Specialist School.



Children’s services agencies

DDepartment of Families, Fairness and Housing workers

Victoria Police

Persons authorised to enter school premises (e.g. Worksafe inspectors, health officers etc)
Other Department of Education and Training staff (including allied health staff) or contractors
NDIS therapists or other allied health or health practitioners

Sign in procedure

All visitors to Port Phillip Specialist School are required to report to the school office on arrival (see
exceptions below in relation to parents/carers). Visitors must]:

Record their name, signature, date and time of visit and purpose of visit in SENTRAL

Provide proof of identification to office staff upon request

Produce evidence of their valid Working with Children Clearance where required by this policy
Follow instruction from school staff and abide by all relevant school policies relating to
appropriate conduct on school grounds including [insert relevant policies eg: Child Safety
Code of Conduct, Respect for School Staff, Statement of Values and School Philosophy etc] as
well as Department policies such as the Sexual Harassment Policy and Workplace Bullying
Policy

Return to the office upon departure and sign out

Port Phillip Specialist School will ensure that our school’s Child Safety Code of Conduct is
available and visible to visitors when they sign in.

Working with Children Clearance and other suitability checks

All visitors who are engaged in child-related work (see definition above) must have a valid WWC
Clearance. Additional suitability checks may also be required such as reference, proof of identity,
qualification and work history involving children checks.

In some circumstances, visitors to Port Phillip Specialist School who are not engaged in child-related

work will also be required to produce a valid WWC Clearance depending on the particular
circumstances of their visit. For example, Port Phillip Specialist School will require a valid WWC
Clearance for:

visitors who will be working regularly with children


https://www2.education.vic.gov.au/pal/sexual-harassment/overview
https://www2.education.vic.gov.au/pal/workplace-bullying/policy
https://www2.education.vic.gov.au/pal/workplace-bullying/policy

Invited speakers and presenters

On occasion, Port Phillip Specialist School may invite external speakers or providers to deliver
incursions, presentations, workshops and special



e Included in our staff handbook/manual
o Discussed in an annual staff briefing/meeting
« Made available in hard copy from school administration upon request

RELATED POLICIES AND RESOURCES
Port Phillip Specialist School:

Statement of Values and School Philosophy
Volunteers Policy

Child Safety and Wellbeing policy

Child Safety Code of Conduct

Department policies:

e Child Safe Standards
e Visitors in Schools
e Contractor OHS Management

POLICY REVIEW AND APPROVAL

Policy last reviewed May 2023
Consultation May 2023
Approved by Principal

Next scheduled review date May 2025



https://www2.education.vic.gov.au/pal/child-safe-standards/policy
https://www2.education.vic.gov.au/pal/visitors/policy
https://www2.education.vic.gov.au/pal/contractor-ohs-management/policy

