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SUBJECT: VISITORS TO THE SCHOOL 

All visitors will be required to enter the building through the building’s main/front entrance, including 

at arrival and dismissal.  Visitors will activate the buzzer/camera system at the front door to request 

entry into the building.  Surveillance equipment is used in all of our schools.  Upon a visitor requesting 

entry into the building, the office staff will follow the building’s protocol for identifying visitors, 

which may include the following (but is not limited to): 

1. Asking the visitor to move into camera view if not visually identifiable. 

2. Asking the visitor to identify him or herself and the purpose of their visit. 

3. If visitor is determined to have acceptable business in the building, buzz visitor in so they may 

proceed into the main office. 

4. Having visitor sign in.   

5. Checking ID. 

Office staff will require any information they feel is necessary to properly identify an individual 

and substantiate their visit.  Visitors who refuse to produce any of the information requested by the 

office staff may be asked to either wait in the lobby for administration to respond or to leave the 

school premises.  Visitations to classrooms for any purpose require permission in advance from the 

building principal in order to allow teachers the opportunity to arrange their schedules to 

accommodate these requests.  

Visitors will be provided with a visitor badge and will be required to wear the badge visibly 

displayed at all times while in the building.  The visitor is required to return to the main office prior to 

departing to return the visitor badge and sign out.  The visitor is required to exit the building through 

the main entrance.  The visitor will attend only to the business that is the purpose of their visit.  Once 

their business is complete, they should not linger, visit other classrooms, wander the hallways, or offer 

assistance in other areas without permission from the building principal 

When individual Board members visit the schools, they must abide by the regulations and 
procedures developed by the administration regarding school visits.  

 

Education Law § 2801 

Penal Law §§ 140.10 and 240.35 
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