
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Visitors and 

Intruders on 

School Premises 

Policy 
 

The Department of Education (the Department) encourages community use of 
school facilities. Bona fide visitors on school premises should be made welcome. 
People who have no good cause to be on school premises are considered to be 
intruders and should be dealt with according to this policy. 
 
 The School Education Act 1999 (the Act) and School Education Regulations 2000 (the 
Regulations) empower the principal to deal with persons disrupting school premises 
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Rationale 
 
Boyare Primary School has been a part of the Mirrabooka community for over 30 
years and is proud of the diversity that we attract and maintain. We welcome 
visitors to engage and immerse themselves in our vision of ‘Learning Together’, 
which is fostered through differentiated teaching practice, positive behaviour 
systems and staff who provide a ‘High care, high performance’ attitude.  

Purpose 
 

To assure staff, students and the community that the principal has primary 

responsibility for the day-to-day management and control of the school, including all 

persons on the school premises. The principal takes extra precautions to ensure 

visitors are met with kindness and warmth, while intruders are dealt with efficiently, 

which is equitable and appropriate. 

Objectives 
 To provide a safe, friendly environment, which is welcoming and respectful. 

 The principal or an authorized person to deal with intruders or disruptive 
visitors appropriately. 

Implementation 
 

Visitors  

All visitors must report to Reception on arrival, they are to sign “in” and “out” – They 

will be provided with a ‘Visitors’ sticker. 

Teachers expecting visiting speakers, parents, photographers etc. should advise 

Reception of expected arrival time, area of the school and place details of visit in the 

‘Appointment Book’ located at reception. 

Volunteers sign in/sign out – Must sign “in” and “out” at reception – having signed a 

confidentiality agreement prior to commencement of work and having received 

permission from the principal.  

Student sign in/sign out – Parents/ Caregivers or agreed persons have permission to 

sign student/s in, whom are late and will be provided with a white ‘Late Card’. 
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Parents/ Caregivers or agreed persons listed on Integris have permission to sign out 

students. Pre-arranged contact from parental/ caregiver for ‘other person/s’ for 

‘pick up’ of students can be made through the School Officer. 

The School Officer will provide the ‘visitor’ with the appropriate sticker and/or gold 

‘Early Release Card’, when applicable for retrieval of student. 

Maintenance sign in/sign out - Must sign “in” and “out” at reception – will be 

provided ‘Visitors’ sticker. 

Staff sign in/ sign out – Must sign “out” and back “in” at reception and provide time 

and destination. Staff must seek approval from their Line Manager to leave the 

premises during school hours to ensure staff are accounted for, for safety and 

insurance purposes.  

Paid Relief/ Casual Staff - Must sign “in” and “out” in the Manager of Corporate 

Services Office, providing the appropriate details. The relief staff will be provided 

with an induction, which includes their duties and expectations.  

Intruders and visitors who become disruptive 

Principal to: (Where applicable) - Begin at step 1 

1. Ask for name and address 
2. Give a direction 
3. Make an order to leave the school premises  
4. Lockdown 
5. Call the police 
6. Issue a prohibition order 
7. Make a complaint to the police; and/or seek a restraining order. 
8. Report incident on OINS (Online Incident Notification System) – for visitors 

or intruders who become disruptive. 
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Flowchart for Intruders/ Disruptive Visitors 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Person becomes disruptive or 

intrudes on the day-to-day running of 

the school. 

Principal/ Authorised person directs 

person to leave OR cease the negative 

behaviour. 

Person refuses to leave Person Leaves willingly 

School incident report is written and 

filed. Damage is assessed if applicable. 

If physical 

threat or 

violence to 

person/s on 

school 

premises 

LOCKDOWN 

Call police if 

not physical 

threat  

Call police 

Prohibition OR 

restraining 

order request 

OR formal 

letter 

 

Online Incident Report is completed. 



 

 

 

 

 

 

V
is

it
o

rs
 a

n
d

 In
tr

u
d

er
s 

o
n

 S
ch

o
o

l P
re

m
is

es
 P

o
lic

y 

 

Principal’s Actions 
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Principal’s Powers 
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Visiting Dignitaries 
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Relevant Departmental Policies 
 

Behaviour Management in Schools 

Correspondence Protocols 

Criminal Screening 

Emergency Management  

Official Opening of School Buildings  

Duty of Care for Students 

Working with Children Checks 

References 
 

Restraining Orders Act 1997 

School Education Act 1999 

Sections 119 & 120 School Education Regulations 2000 Regulations 67-81 & 98-101  

Working with Children (Criminal Record Checking) Act 2004 

Working with Children (Criminal Record Checking) Regulations 2005 


