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This guidance document sets out the high level principles for managing parents’ access to school buildings. 
Whilst it is anticipated that detailed security arrangements relating to parents’ access will need to vary to 
some extent between schools to suit local circumstances and building layouts etc, the overall principles 
below should be applied consistently across all schools wherever possible. 
 
The principles apply to all primary and secondary schools and are intended to cover the arrangements for 
individual parents visiting the school during the school day. Where large numbers of parents are visiting the 
school at the same time, for a school concert or parents’ evening for example, it is acknowledged that these 
principles would not apply, and that appropriate alternative arrangements should be made to ensure the 
security of the school building during these pre-arranged events. Similarly, alternative security 
arrangements will apply for lets which take place outwith school hours. 
 
The term ‘parents’ is used in this document to refer to anyone who requires to visit the school to drop off or 
collect a child, or to speak to any member of staff about an individual child. All other visitors to the building 
should already be subject to the school’s visitor procedures, to ensure the security of the building and its 
occupants. 
 
Access Doors 
 
1) All parents requiring access to the main school building, at any time of day, must enter via the main 

entrance, and report to Reception. 
 
2) With the exception of Nursery parents and those collecting children from after-school clubs in 

primary schools, parents must not be permitted to enter the school building via pupil entrance doors. 
 
3) Nursery parents may be permitted entry through Nursery entrances. These entrances must only be 

used by parents to drop off or collect their child from the Nursery class, and where appropriate to 
speak to staff within the Nursery. They must not use the entrance to gain access to the wider school 
building. 

 
4) Parents collecting children from after-school clubs in primary schools may be permitted to enter 

through a designated pupil door close to the area used by the club. Entry through this door must be 
controlled, either electronically or manually by the after-school club staff, and parents must not be 
permitted to access other parts of the school building after entering in this way. 

 
5) Parents collecting children from after-school clubs in secondary schools should be expected to meet 

their children outside the building, and must not be permitted to enter via pupil entrances. 
 
6) Where a parent has entered through a Nursery door or after-school club door to drop off or collect a 

child, and requires to speak to another member of staff in another part of the building, they must be 
directed to exit the building and re-enter via the main entrance. 

 
Signing in and Visitor Badges 
 
7) Where possible, parents’ queries should be dealt with at the main Reception, to avoid the need for 

them to be given access to the main building. 
 
8) Where this is not possible and the parent is to be given access to the main building, they must first 

be asked to sign in using the school’s visitor book, and they must be issued with a visitor badge. 
The parent must clearly display their visitor badge whilst they are in the building. 

 
9) When leaving the building, parents must do so via the main entrance, where they must be asked to 

sign out from the visitor book, and return their visitor badge. 



 
Appointments to Meet Staff Members 
 
10) Where a parent requires to speak to a teacher or any other member of staff, they should be 

encouraged to make an appointment in advance to do this. Where an appointment is not made in 
advance and the parent arrives at Reception unannounced, it should be made clear that it cannot be 
guaranteed that the member of staff will be available. 

 
 
 


