
PROCEDURE 903  
 

903 VISITORS TO SCHOOL DISTRICT BUILDINGS AND SITES 
 

I. PURPOSE 
 
The purpose of this procedure is to inform the school community and the general public 
of the procedures on visitors to school buildings and other school property. 
 

II. Sign-in Procedures:  
 

All Visitors must comply with the following procedures: 
 

A. Immediately upon entering a District facility, all visitors must report to the 
administrative office or reception desk.   
 

B. Upon reporting to the administrative office or reception desk, all visitors must 
complete check in that would include their names, the purpose of their visit, time of 
arrival, and location of the building in which the visit will occur. 
 

C. Parents who wish to observe their children in the classroom during the regular school 
day must schedule the visit in advance with the classroom teacher or the building 
principal. 
 

D. The building principal or a designee will follow this policy in determining whether or 
not permission will be granted for a visit to a school building.  A central administrator 
will follow this policy in determining whether or not permission will be granted for a 
visit to a District facility that is not a regular school buildings. 
 

E. If permission for a visit is granted, the visitor will be given a visitor's identification 
badge containing the visitor's name. 
 

F. If a District employee sees a visitor in a school building without a visitor's 
identification badge, the employee must either escort the visitor to the administrative 
office or immediately notify the administrative office of the presence of the visitor. 
 

G. Upon completing a visit, a visitor must return to the administrative office or reception 
desk to return the visitor's identification badge. 
 

H. The sign-in procedures do not apply to members of the public who are in a limited 
part of the facility in order to attend an event that is open to the public, such as 
parent-teacher conference, a school board meeting or an athletic contest. 

 
III.  Classroom Observations by Parent: 
 

A central administrator, the building principal, an assistant principal, or a designee may 
deny a parent's request to observe his or her child in the classroom, or may revoke 
permission for such a visit, if the central administrator, principal, assistant principal or 
designee determines that: 
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A. The parent has failed or refused to comply with any part of this policy, including the 
requirement that classroom visits be schedule in advance; 
 

B. The parent observed in the classroom on a prior occasion during the school year and 
created a disruption; 

 
C. The requested date or time for the visit is educationally inappropriate or inconvenient, 

such as when a test is being administered; 
 

D. The parent's parental rights have been terminated or the parent does not have physical 
custody or visitation rights during the school day or during the specific period of time 
when the parent wants to observe the classroom; 
 

E. In the discretion of the building principal or another administrator, the parent's 
presence in the classroom is not in the best interests of the student, other children, or 
staff. 
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