
 

 
 Visitors 

 
 

Rationale: 
 

Kambrya College seeks to provide an open and friendly learning environment which values and actively 
encourages visitors to Kambrya College. At the same time, we recognise our duty of care to ensure a safe 
environment for students and staff of Kambrya College, and we recognize our responsibility to protect and 
preserve our resources against theft, vandalism and misuse.   Ministerial Order 870 underpins the 
expectations of all people undertaking child related work or interacting with students at the college; this 
extends to visitors. This policy must be read in conjunction with the College’s Child Safe Code of Conduct. 
 
Aims: 
 

 To provide a safe and secure environment for students, staff and resources of Kambrya College. 
 

 To establish protocols and procedures that effectively monitor and manage visitors, whilst not 
compromising the open and inviting nature of Kambrya College. 
 
Implementation: 
 

 Whilst we actively encourage an inviting and open school, the safety of the students, staff and resources 
of Kambrya College remain our highest priorities. This takes into account that- 
 

- Schools are not public places. 
- Potential risks posed by visitors. 
- The requirements for paid or volunteer workers to have a Working with Children Check. 

 
 

 Visitors who are attending the school to deliver incursions, presentations, seminars or other activities and 
programs to students need to seek the prior approval of the school Principal (or their nominee) prior to 
attending the school. 
 

 Visitors are defined as all people other than staff members, students, and parents/guardians involved in 
the task of delivering or collecting students at the start or end of the school day. 
 

 All visitors will be required to report to the administration office prior to undertaking any activity within the 
school, where they will be required to sign a “Visitors” book and will be assigned a “Visitors” badge 
which they must wear at all times within the school. Similarly, visitors will be required to report to the 
administration office at the end of their visit to return their badge and to “sign out” in the Visitors book. 
 

 The above-mentioned process for managing and monitoring visitors will appear at all school entrance. 
 

 All visitors are required to comply with the schools Statement of Values.  
 

 Visitors will require a Working with Children Check (WWC Check); however, if a visitor’s occupation exempts 
them from the requirement to have a WWC check (e.g. police officers, teachers), they must provide evidence 
to support their claim to an exemption. 
 

 The College will ensure that any programs or content delivered by visitors complies with the requirement that 
education in Victorian government schools is secular (apart from the provision of Special Religious 
Instruction)     
 

 Visitors within the school who have failed to follow College and legislative requirements will be reminded to 
do so and / or requested to leave the College premises. 
 

 Under the Summary Offences Act 1966, the Principal reserves the right, and has the authority to prohibit 
any potential visitor from entering or remaining within the school, and also has the authority to invite or 
exclude people from using or being within the school boundaries outside school operating hours. 
 

 The school’s emergency management procedures will ensure that visitors within the school at the time of 
any emergency or practice drill will be recognised and be appropriately catered for. 
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Types of Visitors 
 

Visitors can include (but are not limited to) the following: 
 

• Prospective parents and prospective employees. 
 

• Those who are addressing a learning or developmental need, such as:  
 

- Parent and community volunteers 
- Invited speakers e.g. incursion presenters 
- Sessional instructors 
- Representatives of community, business and service groups 
- Local members of parliament 
- Those who are conducting business such as:  

 Uniform suppliers 
 Booksellers 
 Official school photographers 
 Commercial salespeople  

 

• Trades people 
 

• Child Protection/ Department of Health and Human Services / Victoria Police 
 

• Persons who are authorised to enter a school premises for a specific purpose (e.g. Work safe) 
 

The following areas will be taken into consideration, specific to specialized speakers- 
 

Visiting speakers 
 

Schools should: 
 

• Ensure the content of presentations and addresses contributes to the development of students’ knowledge 
and understanding. 
 

• Extend the invitation to external speakers to support its educational program, rather than allowing groups to 
use the school as a forum to advance their causes or beliefs, particularly if speaking on a controversial matter. 
 

• Brief presenters about the nature of the school and its community. 
 

• Ensure that visitors do not present information or programs that may conflict with the Education and Training 
Reform Act 2006, policies of the Department and the school. 
 

• Respect the range of views held by students and their families.  
 
Curriculum presenters 
 

Th College will ensure that any programs delivered by visitors are delivered in a manner that supports and 
promotes the principles and practice of Australian democracy including a commitment to the following, as 
outlined in s 1.2.1 of the Education and Training Reform Act 2006 (Vic): 
 
 

 Elected government 

 The rule of law 

 Equal rights for all before the law 

 Freedom of religion 

 Freedom of speech and association 

 The values of openness and tolerance. 

 
 
 
 



Child Safety Standards 
 

To meet the Child Safety Standards- Code of Conduct, Kambrya College requires all visitors, contractors, 
volunteers or any other person who is involved in child-connected work to undertake the following- 

 
 
 
 

 

- All CRTs listed for employment at the College to supply VIT registration in advance of offer of work. 
 

- All volunteers, contractors or those involved in child-connected work (other than teaching staff) to provide 
a Working with Children’s Card, for photocopying and placement on school files. 

 

- Require evidence of identity (e.g. driver’s licence / passport). 
 

- Applicant provide a true copy of their qualifications (CRTs / Contractors) 
 

- Any CRTs, volunteers and / or contractors to be provided with a College ‘Child Safe- Code of Conduct’ 
document, affirming our commit to the safety and wellbeing of all children and young people at our 
College. The document will outlay the parameters of our commitment to child safety and list appropriate 
and inappropriate behaviours within this context. All CRTs, volunteers and / or contractors will need to 
sign a register annually, acknowledging their reading and understanding of requirements prior to 
commencing their child-connected work within Kambrya College. 

 
Duty of Care 
 

Principals and teachers have duty of care to their students; to take all reasonable steps to reduce risk, 
including the provision of suitable and safe premises and the provision of an adequate system of supervision. 
The duty is non-delegable, meaning that it cannot be assigned to another party. 
 
Visitors who are attending the school to deliver incursions, presentations, seminars or other activities and 
programs to students will be fully supervised by school staff at all times.  
 
Approvals 
 

On the basis that schools are not public places, but are public educational institutions, 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 functioning of the school programs and routines in relation to the 
potential benefits to students; 

 

- 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 
and whether a Working with Children Check is required, or exemptions apply. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Related legislation: 
 

• Education and Training Reform Act (Vic) 2006 

• Ministerial Order 141 

• Working with Children Act 2005 

 
 
Appendix A: Flowchart (DET version) for WWCC confirmation 
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This policy will be reviewed as part of the school’s three-year review cycle. 
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Suitability Check Flowchart for Schools  

      *For further information on who is exempt from requiring a WWC see:  
Working with Children Check - Exemption s   

      ** For further information on appropriate suitability and identification  
  : checks see SPAG Suitability Checks for School Volunteers and Visitor s   

  

The Person is exempt from a  Working with  
Children Check due to higher level of  

screening for their profession.*  
( e.g. teachers, police officers)  

Suitable identification and screening checks  
relevant to the role should also be  
undertaken and risk s   identified**   

Is the visitor/volunteer likely  
to have any contact with  

children while performing  
their work duties?   

YES   

What is the nature of  
the work/engagement?   

Suitable identification   and  
screening checks, if any, relevant  
to the role should be undertaken  

and risk s   identified.**   

NO   

Child connected work   
Work duties that only involve occasional direct or indirect contact  

with children that is incidental to the work.  
( e.g. fete/fundraising activities, tradespeople, working bee, parents  

and friends clubs .)   

Child - related work   
Work that usually involves direct contact (including phone, written and  

online communication) with a child as part of work duties.  
( e.g. attendant care, school camps, excursions (including swimming), literacy  

and numeracy/classroom support, sporting/musical and other extra- 
curricular assistants and coaches, breakfast/lunch clubs and other student  

support activities, canteen assistant, Allied health/NDIS therapists,  
Departmental Staff who are working with children, SRI, Distance education)  

A Working with Children Check is  
legally required.  

Suitable identification checks  
relevant to the role should also be  
undertaken and risk identified**  

Requiring a Working with Children Check is at the discretion of  
the school principal.   

Other suitability and identification checks, if any, relevant to the  
role should be undertaken   and risks identified **   

NOTE: A Working with Child ren check is recommended where the  
visitor/volunteer will regularly be present at the school and/or  

children can reasonably be expected to be present.   
NOTE: Parents are legally exempt from the requir ement to hold a WWC check when  

volunteering in an activity in which their child normally participates. In these cases requiring  
a WWC Check is at the discretion of the school – but it is recommended in most  

circumstances where the parent is regularly involved in the volunteer activity and working  
directly with children and/or the nature of the activity poses a higher risk, e.g. overnight  

camps, swimming, or activities involving close contact, etc.   

http://www.workingwithchildren.vic.gov.au/home/about+the+check/who+needs+a+check/exemptions/exemptions
http://www.workingwithchildren.vic.gov.au/home/about+the+check/who+needs+a+check/exemptions/exemptions
http://www.workingwithchildren.vic.gov.au/home/about+the+check/who+needs+a+check/exemptions/exemptions
http://www.education.vic.gov.au/school/principals/spag/community/pages/volunteers.aspx
http://www.education.vic.gov.au/school/principals/spag/community/pages/volunteers.aspx
http://www.education.vic.gov.au/school/principals/spag/community/pages/volunteers.aspx
http://www.education.vic.gov.au/school/principals/spag/community/pages/volunteers.aspx
http://www.education.vic.gov.au/school/principals/spag/community/pages/volunteers.aspx

