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Scoil Barra Naofa, Monkstown 
Access & Visitors Policy 

Introduction 

This policy is the result of whole staff collaboration together with the Board of Management 

and has been put in place for the protection and welfare of pupils and staff. It has been 

reviewed and updated in 2018 in light of Children First Act, as well as GDPR legislation 

and subsequent updates in practices in the school. This policy has been reviewed in 

September 2020 in response to and in line with Covid 19, DES and public health guidelines. 

Rationale & Aims 

This policy aims: 

• To ensure that access to the school is controlled and monitor so as to ensure the 

safety of children and staff 

• To ensure that the work ongoing in classrooms is not unnecessarily interrupted 

• To encourage punctuality in our pupils 

• To ensure that best practice is observed, in relation to Child Safeguarding, Garda 

vetting, access and supervision of visitors and adherence to the Covid 19 Response 

Plan/public health guidelines. 

Procedures 

Entrances & Security 
• The lower entrance to the school is opened at 8:35am daily and closed at 8:50am for 

the duration of the school day. At dismissal time, entrances are left open for a period 

of approximately 5-10mins, but staff are always present at the entrances at these 

times, to ensure that this policy is complied with. 

• Once closed at 8:50am, a security fob is required by staff members (or pupils 

accompanied by staff) to enter or re-enter the school building. 

• Security cameras are in operation on the school premises. One camera is focused on 

the main entrance, which together with the intercom system helps in identify visitors. 

• Fire exit doors are usually permanently closed, opened only in the case of 

emergency, fire drill or very briefly at dismissal time. External doors may remain 

open for the purpose of ventilation (weather permitting). 

• All visitors to the school, should enter via the main door, where they use the intercom 

system to identify themselves, and the nature of their visit. Once purpose of visit has 

been established, office staff unlock the entrance door remotely, and the visitor then 

proceeds to the office to ‘sign in’. As per Covid 19 Response Plan visitors are by 

prior appointment only/essential visitors only. The secretary will “sign in” all 

visitors and keep a log of contacts in the school office. 
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• All (non-staff) visitors to the school must ‘sign in’ to the Visitors Log, which is in the 

main office. This Visitors Log is confidential and GDPR compliant. The visitor 

receives an ID card on a lanyard, which is to be worn for the duration of their visit. 

• In accordance with our Child Safeguarding Statement, if a visitor to the school is not 

Garda Vetted, they will always be accompanied or supervised by staff for the 

duration of their visit. 

• In line with SBN Covid Response Plan and DES/public health guidelines no 

visiting coaches/teachers or volunteer parents e.g. library volunteers will visit 

SBN during term 1 at least. This will be reviewed after term 1 and in line with 

DES/public health guidelines. 

School Opening 
Scoil Barra Naofa accepts children from 8:35am. No responsibility is taken for any 

child before that time. Children go straight to their classrooms through the external 

classroom doors (juniors, third, fifth and sixth) lower entrance hall (seniors and first) 

and main reception door (second and fourth), where they are supervised until 8:50am. 

Parents may accompany Junior Infants directly to their external classroom door. All 

parents are requested to wear a face covering while on the school grounds. 

 

• Parents requesting to speak with the class teacher, should email or phone the 

school office and liaise with the school secretary regarding a phone call. 

• Children arriving after 8:50am enter via the main door. The school secretary will 

record the late arrivals. 

• Where children arrive after 8:50am more than four mornings in a month, the 

Principal communicates this with parents. A meeting is arranged if punctuality does 

not improve. 

 

Arranging Meetings with Teachers / Parents 
• Parent Teacher meetings usually take place each year in November with class 

teachers. For pupils with Special Education Needs, meetings may be arranged with 

Class Teacher and SEN teacher in September, January and June also, to facilitate 

planning. 

• Parent Teacher/SEN Meetings may take place later in the year/over the 

phone/online this year. Arrangements made for p/t meetings will be made in line 

with DES/public health guidelines. 

• Parents may request a phone call outside of these pre-arranged times, by contacting 

the school office. A phone call at a time that is mutually convenient for both parents 

and teachers will be arranged by the school secretary. Parents should give an 

indication of the nature of the issue to be discussed.  

• In line with our SBN Covid Response Plan and DES/public health guidelines all 

visitors to school are those of an essential nature only. Any p/t meetings should 

take place over the phone/online unless in exceptional circumstances. 

Withdrawing of Children early from school 
• If a child is to be withdrawn from school before finishing time, parents should send a 

note to the class teacher indicating their child is to be collected and by whom. Unless 
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written permission has been provided, a child will never be released into the care of 

an adult other than their parents / guardians. 

• Allocated times of 10.30am and 12pm have been arranged for such collection. 

Parents are asked to present at the main reception door and communicate their 

details to the school secretary. The secretary will organise that the child be 

brought to the reception area and will “sign out” the pupil. Pupils returning to 

school after an appointment should be accompanied to the main reception door 

by their parent/guardian. Pupils will be “signed in” again by the secretary.  

• If the withdrawal is unexpected, parents should contact the office by phone to 

indicate that their child will be collected, and who will be collecting their child. 

 

Substitute Staff / School Inspectors / NCSE Staff etc. 
• In the event of a member of staff being absent and a substitute being allowed by the 

Department of Education (DES), the Principal/Deputy Principal Teacher arranges a 

substitute.  

• Any SNA substitute must be Garda Vetted in advance, through the school patron 

(Diocese of Cork & Ross Office). This Vetting Disclosure must be on file. 

• Any substitute teacher should present their Vetting Disclosure (vetted through the 

Teaching Council) & Statutory Declaration to the Principal Teacher on arrival at the 

school (if they have not previously worked in the school). 

• Visitors from National Council for Special Education (NCSE), such as the Special 

Educational Needs Organise (SENO) or School Psychologist and from the DES, such 

as the School Inspector, have been Garda Vetted through their employer.   

• Substitutes and the above mentioned visitors must sign in to the Visitors Log and 

receive a temporary staff ID lanyard for the duration of the visit. 

• In line with SBN Covid Response Plan and DES/public health guidelines 

substitute workers of any nature must complete the Return to Work Form, be 

familiar with the DES online training on the safe return to work and the SBN 

Covid 19 Reponse Plan. 

 

Volunteers  
• It is best practice that all volunteers are Garda Vetted through the school in advance 

of their volunteer work. This included members of the Parents’ Association 

Committee, Library Volunteers, Garden Volunteers etc. Currently not in place, no 

non essential visitors-will be reviewed. 

• On arrival at the school, volunteers must sign-in to the Visitors Log, and receive a 

‘Volunteer’ ID Lanyard which they should wear for the duration of their volunteer 

work. , Currently not in place no non essential visitors-will be reviewed. 

• It is best practice that volunteers always work under the supervision of a staff 

member, when children are present. 

 

Work Placement 

• As per our Work Experience & Placement Policy, those seeking work placement 

should be Garda Vetted through the school in advance or the 
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school/college/university which they are attending. Their Vetting Disclosure should 

be presented to the school before commencement of placement. 

• Those on work experience or placement also sign a declaration before they 

commence in relation to confidentiality and Child Safeguarding etc. 

• It is best practice that those on Work Experience / Placement should be supervised by 

a member of staff, when children are present. 

• Anyone on work experience / placement should sign in to the Visitors Log on arrival 

and receive an ID lanyard to wear for the duration of their placement. 

• In response to Covid 19 and in line with the SBN Covid Response Plan and 

DES/public health guidelines SBN will facilitate essential work placements only. 

Transition year pupils will not be facilitated during the 2020/21 school year. 

This will be reviewed in time and as appropriate. One teaching practice student 

and one sna student per term will be facilitated. No more than 2 students per 

term can be accommodated during the 2020/21 school year. 

 

External Tutors 
• All external tutors sign in to the Visitors Log and receive a Coach / Trainer ID 

lanyard for the duration of their visit.  

• As per our External Tutors & Partners Policy, it is best practice that all External 

Tutors are Garda Vetted either though the school or through the body which they are 

affiliated with (G.A.A. / Basketball Ireland etc.).  

• As per our External Tutors and Partners Policy, it is the responsibility of the class 

teacher to ensure that he/she remains with the External teacher / coach at all times. 

• In response to Covid 19 and in line with the SBN Covid Response Plan and 

DES/public health guidelines SBN will not host visiting coaches/teachers during 

term 1 of the 2020/21 school year. This will be reviewed by the BOM and may be 

extended or reviewed as appropriate. 

 

Trades people 

• All trades people should sign in to the Visitors Log on arrival on school premises, 

regardless of whether their work to be carried is inside or outside the school building, 

or whether the school is open or not. Secretary will sign in all visitors and keep a 

log of contacts in the school office. 

• If the school is open and children are on premises, the tradesperson should always be 

accompanied by a member of staff / caretaker, in accordance with Child 

Safeguarding Procedures. If the tradesperson has previously been Garda Vetted 

through the school, it is still be best practice for them to be accompanied supervised, 

if children are present or there is the possibility of children being present at any 

stage. 

• Trades people should only visit during the school day if the nature of their visit 

is urgent/essential. Otherwise, tradespeople should visit after school or on 

Saturdays. 
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Denial of Access 
The Board of Management and staff of Scoil Barra Naofa reserve the right to refuse access 

to: 

• Any person that does not have an appointment to enter the school or any person 

presenting on non-essential business. 

• Any person whose presence may be detrimental to the safety or wellbeing of pupils / 

staff. 

• Any person who is known to the school to have a Family Court or other Court Order 

in relation to access to their children. 

• Any person after school hours, when staff may be reduced / working on their own in 

the school. 

The Principal or staff may enlist the help of An Garda Síochána, where such a person 

refuses to leave. 

Implementation, Review and Communication 

The school policy on ‘Access’ was drafted as a whole school staff and ratified by the Board 

of Management in 2007. It was implemented from the beginning of the school year 07/08. 

 

The policy was reviewed in full in 2018, resulting in an updated ‘Access & Visitors Policy’, 

which was approved and adopted by the Board of Management on 1st October 2018. The 

policy was reviewed again in September 2020 in response to Covid 19 and the in line with 

the SBN Covid Response Plan and DES/public health guidelines. The Board of 

Management will monitor the implementation of all aspects of this policy and amend as 

required.  The policy will be reviewed, as necessary, in the light of experience. It will be 

reviewed fully every three years. Any staff member, Board of Management member parent / 

guardian of a current student, may request a review at any time, and such a request will be 

dealt with as soon as possible.  

 

Next Review Date: September 2023 

Signed:             

Geraldine O Brien (Principal)  30/09/2020  

 

Signed:                                         

 
Frank O Connell (Chairperson BOM.)   30/09/2020 


