
ACCESS TO PREPARATORY SCHOOL PREMISES 
POLICY 
 
It is the policy of the school to ensure that students, staff, parents/guardians 
and visitors are safe and welcome on school premises and to respond to 
unauthorized visitors in accordance with clear guidelines. 
 
Authorised Visitors 
 
An authorised visitor is defined as: 
 

a) a person enrolled as a pupil at the school; 
b) a parent or guardian of such a pupil; 
c) a person employed by the school; 
d) a person who is otherwise on the premises for a lawful purpose (eg 

delivering mail, collecting refuse) 
e) a person who is invited to attend an event, a class or a meeting on 

school premises providing that person is on the premises for that 
particular purpose and has signed in at Reception in accordance with 
the procedures outlined below. 

 
Procedures & Guidance 
 

• The Bursar’s Office will ensure that entrances to the school are clearly 
posted with signs requesting that visitors report to the Reception. 

• A visitors’ book for signing-in purposes will be maintained at Reception. 
Visitor passes/badges may be used to monitor who is on the premises 
at any time. 

• Where practical, access to school buildings may be controlled through 
locking of doors. When doors are locked, consideration must be given 
to emergency access by police and fire officials. Where appropriate, 
signs should be posted on locked doors indicating how to gain access. 

• Regulations regarding school access will be communicated to the 
school community annually. 

• Authority to be on school premises does not entitle a person to have 
access to all areas of the school premises. 

• A person is not allowed to remain on school premises if that person has 
failed to report his or her presence on the premises in the specified 
manner. 

• A person is not allowed to remain on school premises if in the judgment 
of the Headmaster, Deputy Head, Bursar or other senior person his or 
her presence is considered detrimental to the safety or well-being of a 
person / persons on the premises or to the security of school property. 

• Staff must inform the School Office of the presence of an unauthorised 
visitor as soon as possible and the Office will alert a senior member of 
staff immediately. In circumstances where the perceived danger 
warrants it, the Police should be called directly. 

• When unauthorised visitors are discovered on the school premises, 
staff should approach them in the following manner:  



o Identify yourself; 
o Be courteous, calm and positive but firm 
o Ask questions such as “May I help you?” or “Have you 

registered at Reception?” 
• Staff must not use force when dealing with unauthorised visitors. 

Where force is deemed necessary, the Police should be called. 
• If students under suspension or expulsion are found on school property 

or attempt to take part in school-related activities, they may be dealt 
with under the laws of trespass. A record of the specifics of any such 
incident will be kept in the school for a three-year period. 

• All incidents involving intruders will be logged in the School Office. 
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