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Title:  Access to School Premises  
 
Preamble: 
 
In accordance with the Education Act, as amended by the Amendment Act (Progressive Discipline 
and School Safety (2007) and Ontario Regulations 474/00 and 471/07, this procedure has been 
developed to ensure our schools remain safe. As well, to establish a framework for principals and 
school staffs in identifying visitors to schools with a statutory right to visit according to the 
Education Act and Regulations and those who can benefit pupils and staff.  
 
DEFINITIONS  
 
In this Administrative Procedures, “access to property” is defined as 24 hours per day, seven days 
per week. “Visitors” and “access to students and staff” means both on school property and on all 
off-site school-related activities.  
 
GUIDELINES  
 
The Northwest Catholic District School Board encourages visits to the schools operated by the 
Board from those with a statutory right to visit, and from those whose presence will be of benefit 
to the pupils. The Northwest Catholic District School Board discourages visits to its schools and 
school sites from those that, by conduct, or attitude, demonstrate or promote a philosophy, tenet, 
practice or teaching that is incompatible with:  
 

a) The denominational philosophy, tenets, practices or teachings of Catholicism;  

b) The Board’s Mission, Vision and Values statement, objectives or policies of the Board;  

c) The effective operation of the schools; or  

      d) The physical or mental well-being of the pupils or staff; 
 
A.  Categories of Visitors  

 
1.  Those with a Legal Right to Visit as Indicated in the Education Act or Regulations  

 
a)  A person enrolled as a pupil in the school;  

b) The parent or guardian of a pupil attending a school operated by the Board; 
notwithstanding that the parents of a pupil may be separated or divorced, and until the 
court otherwise orders, both parents continue to have the parental right to visit the school;  

c)  A person employed or retained by the Board;  

d)  A trustee of the Board;  

e) The member of the Legislature of Ontario for the area in which the school is situated;  
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f)   Roman Catholic clergy who have pastoral charge of the area in which the school is situated; 
and  

g)  A person who is otherwise on the premises for a lawful purpose including but not limited 
to the following only while and in connection with the discharge of their respective duties 
under a particular Act or Regulation:  

     i) a person employed by the Ministry of Education;  
ii) the local Medical Officer of Health (or staff under her/his authority);  
iii) the assessor for municipal tax purposes;  
iv) the local building inspector;  
v) the Fire Marshal;  
vi) a Police Officer; and  
vii) Family and Children’s Services. 

 
2. Invited Visitors 

 
This group includes persons such as volunteers, guest speakers, etc., invited by the Director, the 
appropriate supervisory officer, the principal or a teacher to make instructional or other 
presentations to and for the benefit of the pupils or the staff of the school. Care must be taken 
to ensure that the person or group does not fall into the category whose attendance is opposed 
by the Board. For this reason, appropriate staffs are required to scrutinize the aims, objectives 
and methods of those invited to make presentations in the school.  
 
3. Permitted Visitors 

 
This group is composed of persons to whose presence the Board has no objection, so long as 
their presence does not interfere with the needs of the school, and so long as they respect the 
personal and property right of others, including the Board. The group includes the following:  
 
    a) the media; See Notes 1 and 2  

    b) those authorized to use Board facilities pursuant to other Board procedures, and  

    c) generally, those using schoolyards outside normal school hours.  
 
4. Access to All Areas of School Premises  

 
The right to visit a school does not entitle a person to have access to all areas of the school 
premises. Similarly, the right of a visitor to be on school premises does not restrict the right of 
the Board through the principal to lock the school premises when the premises are not being used 
for a purpose authorized by the Board.  
 
B. Excluded Visitors 

 
The Board is opposed, in addition to the persons described in a general way in the statement of 
this procedure, to the presence of the following persons:  
 

a) those whose presence, in the judgement of the principal, would be detrimental to the 
physical or mental well-being of the pupils and staff; and  

      b) those demonstrating a lack of regard for the personal and property rights of others,  
          including the Board.  
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C. When a Person is Not Permitted to Remain on School Premises  

 
a)  When in the judgement of the principal, vice-principal or another person authorized by 

the Board to make such a determination, a person’s presence is determined to be 
detrimental to the safety or well-being of a person on the premises; that is, student, staff, 
volunteer, other visitor, the principal, vice-principal or other person so authorized by the 
Board to make the judgement shall request the person to leave. Procedures for dealing 
with visitors no longer permitted to remain on the school premises are outlined in this part 
of the procedure. 

  
b) A person is not permitted to remain on school premises if the visitor fails to report his/her 

presence to the Office upon arrival at the school. The principal, vice-principal, or another 
person authorized by the Board to make such a determination  may request the 
visitor to leave.  

 
D. Procedures:  

 
1. Communication of Expectations to the School Community  

 
It is the responsibility of the principal to communicate expectations for visitors through 
communication via school letters, notices and the school newsletter. Visitors should be made 
aware of procedures to follow and potential consequences if a visitor is requested to leave and 
fails to do so. Schools should communicate expectations to the community and post signs, if 
already not in place, requesting visitors to report to the Office.  
In communicating to parents, it is an expectation that parents of elementary students will be 
made aware that parents cannot pick up students prior to the end of the student’s school day 
without reporting to the office, signing the student out and indicating the reason for the early 
leaving.  
 

2. Appointment to Visit  

 
School community’s plan and schedule activities for the general benefit of the pupils enrolled in 
the school, or for individual pupils. Visitors to the schools during such times may disrupt these 
activities to the detriment of the pupils involved. In all cases, therefore, visitors are expected to 
make an appointment in advance so that mutual convenience and minimal disruption may be 
assured.  
 

3. Report to the Office  

 
Upon arrival at the school, all visitors are required to report to the office, thus giving the principal 
the opportunity to meet and welcome them. Visitors are required to sign the Visitor’s Book, stating 
name, address and reason for the visit. In all situations, principals and staff ensure that 
appropriate identification procedures are in place before a student leaves the premises with an 
adult. In all cases, the safety of the student prevails. 
  

4. Identification of the Visitors and Staff  

 
Because of the obligation of the Board, the principal, the teachers, and other staff, to safeguard 
the welfare of the pupils in appropriate cases, the principal must be satisfied that the visitor is 
the person who he/she identifies themselves to be.  
Unless the visitor is known to the principal, proper identification should, with sensitivity and 
discretion, be insisted upon. This may be accomplished, among other ways, by:  
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   a) personal identification of the visitor by someone in the school;  

   b) production of a driver’s licence, passport or other original legal document with photo 
identification;  

   c) verification of information given by the visitor against information contained in school   
       records;  
  

5. Access to Pupils  

 
The right of a person to visit a school operated by the Board does not carry with it the right to 
visit with, or speak to a pupil in the school.  
 

6. Access To Information  

 
The right of a person to visit a school operated by the Board does not carry with it the right to 
have access to information in the possession of the Board.  
 

7. Family and Children’s Services  

 
A special set of circumstances arises in those rare cases in which a Child, Youth and Family 
Services agency seeks to interview or remove a pupil from school. The Board has specific 
administrative procedures related to such circumstances.  
 

8. Police  
 
A special set of circumstances arises in those rare cases in which the police seek to interview or 
remove a pupil from school. Staff should consult the specific administrative procedures related to 
such matters. (See Police and School Board Protocol for further information)   
 

9. Media  
 

 From time to time, persons from the media – reporters (radio, print, television, Internet) and 
photographers or camera operators from newspapers, magazines, radio or television stations 
seek to interview or photograph staff or students in the school. Only students who have a signed 
“Consent For The Use and Routine Disclosure of Student Information” form on file at their school 
are permitted to interact in any way with the media on board property or in relation to any School 
or Board activity or event.  
 
E. Procedures to follow when a visitor is requested to leave.  

 
a) When a visitor is requested to leave and fails to do so, the visitor may be charged  with an 

offence under the Education Act. 

b) It is the responsibility of the police to enforce this section of the Education Act. Principals 
should also note that the maximum fine under the Trespass to Property Act is $10,000.00. 
When there is an incident at a school, the police will determine whether the charges will be 
laid under the Education Act or under the Trespass to Property Act.   

c) Steps in Dealing With an Unwanted Visitor  
 

•   Ask the visitor to leave 
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 If the visitor refuses to leave, the police may be called to deal with the individual(s). 
The police may in consultation with the principal (or designate) (a) lay a charge or (b) 
issue a warning.  

 If the visitor has left the property, the principal may still inform the police that the 
person’s presence is detrimental to the safety or well-being of persons at the school 
and request that the police take action as outlined above; that is (a) lay a charge or 
(b) issue a warning.  

 Principals may issue Letters of Warning or Trespass Notices by forwarding a registered 
letter/notification to the residence of the visitor and where the visitor is under 18 years 
of age, to the parent/guardian of the visitor. The letter of notification should point out 
the relevant section of the Education Act.  (See Procedure D 02) 

 One copy of the letter is retained at the school.  

 One copy of the letter is forwarded to the appropriate Supervisory Officer.  

 One copy of the letter is forwarded to Community Police Service 

  
Note 1:   Whenever the media seeks to enter a schoolyard or school building, the principal should 
immediately seek the guidance of the Director of Education and appropriate Supervisory Officer.  

Note 2: In any case in which there is some question, doubt, or difficulty, the principal should 
seek the guidance of the appropriate Supervisory Officer.  

Note 3: Some of the administrative guidelines referred to in this procedure specifically address 
the topics of visitors, access to pupils and pupil information, child abuse, apprehension or arrest 
of pupils, the media, and trespass.  
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