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School Visitor Policy including External Speakers/Coaches  
This policy has been devised to ensure that all visitors to St Joseph’s are effectively screened, and that procedures are in place to monitor all visitors to the school.
St Joseph’s Secondary School seeks to provide an open and friendly learning environment, which values and encourages visitors to the school. At the same time the Board has a legitimate interest in avoiding disruption to the educational process and protecting the safety and welfare of the students and staff. It is our aim to make sure that our school is protecting students and staff, during school time and extra-curricular activities and to ensure that visitors comply with the School Visitor Policy including External Speakers/Coaches.

Principal and management must:
· implement DES and school level policies and procedures 
· be responsible for visitors allowed into school
· ensure a record of all visitors to the school is kept in the school office, in the event of a school emergency or any future investigation
· ensure that visitors where required have the appropriate approvals to work with children, 
· ensure that the school has policies and procedures in place to meet the requirements of the Child Protection Policies, including for identifying and responding to child abuse
· ensure that any programmes or content delivered by visitors complies with the Catholic, Christian ethos of the school.

Rationale
To increase experience of the cultural and social features of the community, the school endeavours to:
· ensure parents/guardians partner in their children’s development
· create strong partnerships with community services, schools, businesses and the wider community.







Aims
The aim of this policy is to provide guidelines for all visitors to the school and in doing so:
· Provide a safe and secure environment for our students and staff.

· Establish protocols and procedures that effectively monitor and manage visitors, whilst not compromising the open and inviting nature of the school. 

· Guest speakers may be invited to the school where the principal’s authorisation has been sought and where it has been deemed that the use of such a speaker will bring specific knowledge and expertise to enrich the planned curriculum. 
[bookmark: H2N1005F]
Types of visitors
Visitors to schools may include, but are not limited to:
prospective parents and employees
those who are addressing a learning or developmental need, such as:
parent and community volunteers, invited speakers, sessional instructors/sports coaches, representatives of community, business and service groups, and local members of Government
those who are conducting business such as:
booksellers, commercial salespeople, trades people, and children’s services agents

Other visitors may include:
Department of Health and Child Protection Workers, Garda and persons who are authorised to enter on to the school premises for a specific purpose (e.g. DES inspectors or Environmental Health officers). In such cases school procedures should set out:
· the process for checking the identification and authorisation of such persons
· the process for recording their attendance
· who should facilitate their entry on to the school premises in a manner consistent with the authorisation.
· the process for checking the identification and authorisation of such persons




School procedures
School procedures regarding visitors to the school must, as a minimum:
· require all visitors arriving and departing during school hours to use the main entrance, use a visitors book to record their name, the date and time, and the purpose of the visit, and to wear a ‘visitor’ badge while on the premises.

· [bookmark: H2N1020B][bookmark: H2N10270]The school principal shall have the authority to determine which guest speakers/coaches are permitted as well as the discretion to set any appropriate conditions on the nature and extent of such visits. If a teacher wishes to invite a guest speaker/coach to the school, it is their responsibility to receive prior clearance from the principal. 

· Guest speakers and external sports coaches (even if appropriately vetted) are never left unsupervised with students. The class teacher or supervising teacher is responsible for the students at all times. The school has a responsibility to check out the credentials of the speaker/coach and to ensure that the materials in use by guests are appropriate.
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