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Child Safe Visitor, Contractor & Family Management Procedure
Sign-In Procedures and Site Induction Requirements
1. Purpose and Scope
Lilydale Primary School (LPS) is committed to the safety and wellbeing of all students in our care. This policy establishes a clear, consistent process for managing all visitors, families, contractors, and volunteers who enter our school grounds, ensuring our obligations under the Child Safe Standards (Victorian Government) are fully met.

This process applies to:
1. All parents and family members visiting the school
1. Volunteers (classroom helpers, excursion support, reading groups, etc.)
1. Contractors, tradespeople, and service providers
1. External program providers (e.g. visiting educators, sports coaches, allied health)
1. Student teachers and university placement staff
1. Department of Education representatives, and support staff
1. Any other adult who enters school grounds during school hours

2. Legislative and Policy Framework
This process is grounded in the following legislation, standards, and departmental guidance:

	Legislation & Standards
	Department & School Policy

	Child Safe Standards (Vic) – Standard 1-11
	DE Child Safe Standards

	Education and Training Reform Act 2006
	DE Visitors in Schools Policy

	Privacy and Data Protection Act 2014 (Vic)
	LPS Child Safety and Wellbeing Policy

	Occupational Health & Safety Act 2004 (Vic)
	LPS Duty of Care Policy


3. Our Child Safe Commitment
Every person who enters Lilydale Primary School is entering a child safe environment. We ask all visitors, families, and contractors to uphold the following principles while on school grounds:

	Child Safe Standards – Visitor Expectations

	1. The safety and wellbeing of children is the highest priority at all times

	1. Adults do not have unsupervised access to students unless authorised

	1. Any child safety concerns must be reported immediately to the front office

	1. Respectful, appropriate language and behaviour is expected at all times

	1. Photography or recording of students is strictly prohibited without written consent (including during assembly)

	1. Children’s personal information is treated with respect and confidentiality

	1. Any behaviour that makes a child feel unsafe or uncomfortable must be reported



4. Visitor Categories and WWC Requirements
Working with Children (WWC) Check requirements vary depending on the type of visit and level of access to students. The table below outlines requirements for each visitor category.

	Visitor Type
	Examples
	WWC Check Required?
	Supervised?

	Family / Parent (brief visit)
	Dropping off items, attending assembly, brief meeting
	No — must be supervised at all times
	Yes

	Regular Volunteers
	Classroom help, canteen, excursions, reading groups
	Yes — must sight & record card number
	Supervised

	Contractors 
	Building works, appliance repair near classrooms, maintenance
	Yes — mandatory
	Staff present

	External Program Providers
	Sports coaches, artists, incursion staff
	Yes — mandatory
	Staff present

	Student Teachers / Placement
	University practicum students
	Yes — must be verified by uni
	Supervising teacher

	DE / Authority Staff
	Members of the school performance workforce, SSServices 
	Yes or DE ID sighted
	As required



5. Sign-In Procedure
5.1 All Visitors — Upon Arrival
Every person (other than enrolled students and staff) who enters the school during school hours must follow these steps:

1. Report directly to the Front Office (Castella St) upon arrival. Do not proceed to classrooms or other areas of the school without first signing in.
1. State your name, reason for visit, and the staff member or class you are visiting.
1. Present photo identification if you are not personally known to the office staff.
1. Present your Working With Children (WWC) Check card if required for your category (see Section 4).
1. Sign the Visitor Register, recording your name, organisation/relationship, purpose, and time of arrival.
1. Collect a visitor lanyard or badge from the front office and wear it visibly at all times while on school grounds.
1. Wait in the front office area or designated waiting space until escorted by a staff member, or until the office confirms you may proceed independently.

5.2 Signing Out
1. Return to the Front Office before leaving the school grounds.
1. Record your time of departure in the Visitor Register.
1. Return your visitor lanyard or badge to the front office.

	Important — Unannounced or Unidentified Visitors

	1. If you observe someone on school grounds who does not have a visible visitor lanyard, please notify the front office immediately

	1. Staff are empowered to politely approach unidentified individuals and direct them to the front office

	1. For any person who refuses to comply or whose behaviour is concerning, contact the Principal or call 000 if there is immediate risk



6. Site Induction
6.1 Brief Visitors and Families
All visitors attending for a short, supervised visit (e.g. assembly, classroom reading, delivering lunch) will receive a brief verbal orientation from front office staff covering:
1. Where they are permitted to go on school grounds
1. Who to contact if they need assistance
1. Emergency exit locations and the assembly area
1. Mobile phone and photography expectations
1. Reminder that unsupervised access to students is not permitted

6.2 Regular Volunteers
Volunteers who attend on an ongoing basis (e.g. classroom helpers, canteen, excursion support) must complete a full induction prior to commencing, which includes:
1. Reading and signing the LPS Volunteer Agreement and Code of Conduct
1. Confirming a valid WWC Check (number recorded by office staff)
1. Reviewing the Child Safety Policy and reporting obligations
1. Being briefed on emergency procedures including evacuation and lockdown
1. Completing the DET Child Safety Induction (online module, if applicable)
1. Being introduced to their supervising teacher or coordinator

6.3 Contractors and Tradespeople
All contractors working on school grounds must complete a site induction before commencing work. This is coordinated by the Business Manager or Principal’s delegate and includes:

	Contractor Site Induction Checklist

	1. Review and sign the Contractor Site Induction Form

	1. Sight and record Working With Children Check (if accessing student areas)

	1. Review site map and identify restricted areas (classrooms, toilets, playgrounds)

	1. Confirm understanding of student access restrictions — no unsupervised contact with students

	1. Confirm understanding of emergency evacuation procedures and assembly point

	1. Review OHS requirements including hazard reporting, PPE, and safe work method statements

	1. Confirm understanding of noise and disruption minimisation during school hours

	1. Obtain a site-specific contractor badge/lanyard for the duration of works

	1. Confirm contact details for the supervising staff member (Business Manager or Principal)



6.4 External Program Providers
Providers delivering incursions, sports programs, or other curriculum-linked activities must:
1. Provide a current WWC Check prior to the visit
1. Provide proof of public liability insurance (minimum $20 million)
1. Submit a program outline and risk assessment to the principal prior to delivery
1. Agree to always work in the presence of a supervising LPS staff member
1. Complete a brief site induction on arrival covering emergency procedures and student access protocols

7. Photography and Recording
To protect the privacy and safety of our students, the following apply to all visitors and contractors:
1. Photography or video recording of students is strictly prohibited without prior written consent from the school
1. This applies to all devices including mobile phones, cameras, and tablets
1. Parents attending events (e.g. assemblies, sports days) are reminded of these expectations via pre-event communications
1. Photography of building work or site areas must not include students or identifiable student information
1. Any concerns about unauthorised photography must be reported to the Principal immediately

8. Reporting Child Safety Concerns
All visitors and contractors have an obligation to report any child safety concerns. If you observe or suspect that a child is at risk of harm while on school grounds:

1. Report your concern immediately to the Principal at the front office.
1. Do not attempt to investigate or intervene directly with the child or alleged offender.
1. If a child discloses abuse or harm to you, listen calmly, do not promise confidentiality, and report to the Principal without delay.
1. In an emergency or if there is immediate risk to a child, call 000.

	Key Child Safety Contacts

	1. Principal — Front Office (03) 9735 1763

	1. Child Protection Hotline (DCP) — 1300 360 391

	1. PROTECT — Four Critical Actions for Schools: education.vic.gov.au/protect

	1. Victoria Police (Emergency) — 000



9. Non-Compliance
Any visitor, contractor, or volunteer who does not comply with this process may be asked to leave the school grounds. The Principal reserves the right to refuse or withdraw access to any person whose presence poses a risk to the safety or wellbeing of students and staff.

Repeated or serious non-compliance may be reported to the Department of Education, Victoria Police, or other relevant authorities as appropriate.


Page 1     |     Reviewed annually     |     Next review: 2026
image1.png




