
Melrose  Primary School  -  5141

VISITOR
POL I CY

INTRODUCTION
Melrose Pr imary School  is  committed to providing an open and fr iendly
learning environment ,  which values and act ively  encourages v is i tors  to the
school .  Melrose Pr imary School  value the partnerships we have with external
organisat ions and businesses to optimise the learning and development of
our students .  At  the same t ime,  we recognise our duty of  care to ensure a
safe environment for  students and staff .  This  also includes maintaining a
posit ive cl imate for  learning.  

PURPOSE
To provide a safe and secure learning and teaching environment for  students
and staff  by establ ishing processes to monitor  and manage vis i tors  to Melrose
Primary School .   

SCOPE
This  pol icy outl ines our school ’s  arrangements for  v is i tors  who attend school
grounds when the school  is  open for  instruct ion between the hours of  7 .00am
to 6 .00pm Monday to Fr iday .  This  Includes the Out of  School  Care Program
that is  del ivered by Theircare ,  i t  a lso includes parents ,  contractors  and
external  professionals  /  agencies .   

DEFINITIONS
Child-related work:  As def ined by the Worker Screening Act 2020 (Vic) ,  chi ld-
related work is  work that usual ly  involves direct  contact ( including in person,
over  the phone,  written and onl ine communication)  with a chi ld that is  a
central  part  of  that person’s  duties .  I t  does not include work that involves
occasional  direct  contact with chi ldren that is  incidental  to the work.

POLICY  
Melrose Pr imary School  str ives to create an open and inclusive school
community ,  and encourages parents and carers  to be act ively  involved in
their  chi ld ’s  development and education.  We also str ive to foster  strong
partnerships with local  community services ,  schools  and other organisat ions .  

Melrose Pr imary School  is  not a publ ic place.  The pr incipal  has the authority
to permit  or  deny entry to school  grounds,  and encourages al l  v is i tors  to
famil iar ise themselves with our school ’s  Value’s  and Behaviour Matr ix  and
School  Values ,  Chi ld Safety and Wellbeing Pol icy ,  Chi ld Safety Code of
Conduct and Volunteers Pol icy .

Help for non-English speakers
If you need help to understand the information in this policy,
please contact the front office by calling (02) 60591955.



From t ime to t ime,  di f ferent members of  the publ ic may v is i t  our school .
Vis i tors  may include,  but are not l imited to :

Parents
Volunteers –  see our school ’s  Volunteers Pol icy for  more information
Prospective parents ,  students and employees
Invited speakers ,  sess ional  instructors  and others addressing learning and  
development
Publ ic of f ic ials  (e .g .  Members of  Parl iament ,  local  counci l lors)
Persons conducting business e .g . :  uniform suppl iers ,  booksel lers ,  of f ic ial
school  photographers ,  commercial  salespeople
Tradespeople
Children’s services agencies
Department of  Famil ies ,  Fairness and Housing workers
Victor ia Pol ice
Persons authorised to enter  school  premises (e .g .  Worksafe inspectors ,         
health off icers  etc)
Other Department of  Education and Training staff  ( including al l ied health
staff )  or  contractors
NDIS therapists  or  other al l ied health or  health pract it ioners

SIGN IN PROCEDURE
All  v is i tors  to Melrose Pr imary School  are required to report  to the school
off ice on arr ival  (see exceptions below in relat ion to parents/carers) .  Vis i tors
must s ign in on the “Pass Tab”  IPad at  the front counter ,  providing the
fol lowing information:

Record their  name,  s ignature ,  date and t ime of  v is i t  and purpose of  v is i t
on the “Pass Tab”  IPad.
Provide proof  of  identi f icat ion to off ice staf f  upon request
Produce evidence of  their  val id Working with Chi ldren Clearance where
required by this  pol icy 
Wear the pr inted name badge that “Pass Tab”  generates at  al l  t imes 
Fol low instruction from school  staf f  and abide by al l  relevant school
pol ic ies relat ing to appropriate conduct on school  grounds including
Value’s  and Behaviour Matr ix  and School  Values ,  Chi ld Safety and
Wellbeing Pol icy ,  Chi ld Safety Code of  Conduct and Volunteers Pol icy as
wel l  as  Department pol ic ies such as the Sexual  Harassment Pol icy and
Workplace Bul ly ing Pol icy
Return to the off ice upon departure ,  s ign out and remove v is i tor ’s  badge.

Melrose Pr imary School  wi l l  ensure that our school ’s  Chi ld Safety Code of
Conduct is  avai lable and vis ible to v is i tors  when they s ign in .



WORKING WITH CHILDREN CLEARANCE AND OTHER SUITABILITY CHECKS
For Working with Chi ldren (WWC) Check and other suitabi l i ty  check
requirements relat ing to parents/carers  and other volunteers working with
students please see our Volunteers Pol icy .  Al l  volunteers must have a current
WWC. Parents who volunteer in their  chi ld ’s  c lass  must also have a current
WWC check.  Evidence of  this  must be shown when s igning in .  Volunteer
WWCC are f ree to apply for .  

Al l  v is i tors  who are engaged in chi ld-related work (see def init ion above)
must have a val id WWC Clearance.  Addit ional  suitabi l i ty  checks may also be
required such as reference,  proof  of  identity ,  qual i f icat ion and work history
involv ing chi ldren checks .

In some circumstances ,  v is i tors  to Melrose Pr imary School  who are not
engaged in chi ld-related work wi l l  a lso be required to produce a val id WWC
Clearance depending on the part icular  c ircumstances of  their  v is i t .  

MELROSE PRIMARY SCHOOL WILL REQUIRE A VALID WWC CLEARANCE
FOR:

vis i tors  who wil l  be working regular ly  with chi ldren during the t ime they
are v is i t ing,  even though direct  contact with chi ldren is  not a central  part
of  their  normal duties 
v is i tors  (e .g .  contractors) ,  who wil l  regular ly  be performing unsupervised
work at  the school  during school  hours or  any other t ime where chi ldren
are present .  Further background checks ,  including references ,  may also be
requested at  the discret ion of  the pr incipal .   

MELROSE PRIMARY SCHOOL WILL NOT REQUIRE A VALID WWC
CLEARANCE FOR:

Vis itors  who wil l  be working in areas away from students (e .g .  a  v is i t ing
auditor  who wil l  be located in the front off ice with administrat ion staff )  or
who wil l  be supervised and accompanied by a staf f  member during their
v is i t  (e .g .  a  Member of  Parl iament ,  a  journal ist ,  a  prospective parent on a
school  tour)  wi l l  not be required to have a WWC Clearance.
Sworn Victor ia Pol ice off icers  or  sworn Austral ian Federal  Pol ice off icers
are exempt from requir ing a WWC Check,  but may be asked to ver i fy  that
they are sworn off icers  by providing proof  of  identi f icat ion.  

INVITED SPEAKERS AND PRESENTERS
On occasion,  Melrose Pr imary School  may invite external  speakers or
providers to del iver  incurs ions ,  presentat ions ,  workshops and special
programs for  our students .  Consistent with Department of  Education and
Training requirements ,  Melrose Pr imary School  wi l l :  

ensure that the content of  presentat ions and programs by external
providers contr ibutes to the educational  development of  our students and
is  consistent with curr iculum object ives
ensure that any proposed vis i t ,  programs or  content del ivered by v is i tors
complies with the requirement that education in Victor ian government
schools  is  secular  and is  consistent with the values of  publ ic education,  



Department pol ic ies and the Education and Training Reform Act 2006 (Vic) .
In part icular ,  programs del ivered by v is i tors  are to be del ivered in a manner
that supports  and promotes the pr inciples and pract ice of  Austral ian
democracy including a commitment to :

elected government
the rule of  law
equal  r ights for  al l  before the law
freedom of  rel igion,  speech and associat ion
the values of  openness and tolerance
respect for  the range of  v iews held by students and their  famil ies .

PARENT VISITORS  
We understand that there may occasional ly  be a reason why a parent or
carer  may want to speak to or  see their  chi ld at  school ,  during school  hours .  

I f  there is  a  part icular  pressing or  unavoidable issue that cannot wait  unti l
the end of  the school  day ,  we ask that parents or  carers  cal l  the school
off ice f i rst ,  to make the request  to speak to or  see their  chi ld during school
hours .

We also ask that parents avoid arranging to v is i t  their  chi ldren at  school
wherever possible ,  as  this  can cause inappropriate disruptions to the school
day.  

Al l  parents or  carers  who vis i t  our school  during school  hours ,  other than for
the purposes of  school  pick ups and drop offs  or  for  specif ic  school  events
(eg parent teacher interviews,  concerts ,  assemblies etc) ,  are required to s ign
in on the “Pass Tab”  iPad at  the front off ice .

Parents or  carers  who are prohibited from enter ing the school  under a court
order or  direct ion of  the Pr incipal ,  are not permitted to v is i t  the school .  
Our school  maintains and provides off ice staf f  with a l ist  of  restr icted
parents/carers  which may include identi fy ing photographs and any other
information as required depending on the level  of  r isk posed.    

Famil ies ,  please make sure that anyone you wish to have s ign out and
col lect  your chi ld f rom school  (between 9 .00am-3.20pm) MUST either :

Be the parent /  guardian l isted on the students enrolment records
Be noted as an emergency contact on your chi ld ’s  enrolment records
I f  not l isted as an parent /  guardian /  emergency contact ,  famil ies  wi l l
need to cal l  the off ice ,  to let  of f ice staf f  know who has your permission
and wil l  be col lect ing your chi ld
Off ice staf f  may also ask for  proof  of  identi f icat ion for  indiv iduals  not
l isted as an emergency contact .

OTHER VISITORS
All  other v is i tors ,  including business operators ,  t radespeople and other
vis i tors  attending the school  to conduct work must report  to the school
off ice upon arr ival  for  instruct ion and fol low the s ign in procedure outl ined
above.  

ACCESSING BATHROOM FACILITIES
Please note that al l  v is i tors  must use the staff  toi lets  located on the landing
inside the bui lding.  Under no circumstances ,  are student toi lets  to be used
by v is i tors  or  volunteers .  



COMMUNICATION
This policy will be communicated to our school community in the following ways: 

Available publicly on our school’s website 
Included in induction processes for relevant staff
Included in our staff handbook/manual
Made available in hard copy from school administration upon request

RELATED POLICIES AND RESOURCES
·Value’s and Behaviour Matrix and School Values 
·Child Safety and Wellbeing Policy 
·Child Safety Code of Conduct 
·Volunteers Policy 

DEPARTMENT POLICIES:
Child Safe Standards
Visitors in Schools
Contractor OHS Management

This policy was last ratified:     March 2024
Approved by:                                 Principal
Next Schedule review date:      March 2026

POLICY REVIEW AND APPROVAL :

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

