School Visitors Policy
Mahoonagh Primary School, School Visitors Policy was formulated by the staff and was ratified by the Board
of Management.
The Board of Management of Mahoonagh National School seeks to provide an open and friendly learning
environment, which values and encourages visitors to the school. At the same time the Board has a legitimate
interest in avoiding disruption to the educational process, protecting the safety and welfare of the students
and staff, and to protect and preserve the school’s facilities and resources from misuse or vandalism.

AIMS
The aim of this policy is to provide guidelines for all visitors to the school and in so doing;
 Provide a safe and secure environment for our students and staff.
 Establish protocols and procedures that effectively monitor and manage visitors, whilst not
compromising the open and inviting nature of the school.

DEFINITIONS
Visitors to the school are defined as all people other than staff members, students, and parents/guardians
involved in the task of delivering or collecting children at the start or end of the school day.

Type of Visitor
1. Parents
2. Department of Education & Science Officials
3. Guest Speakers
4. Paid coaches and instructors
5. Volunteers (parents, sport coaches, etc.)
6. Contractors
7. Couriers
8. Salespeople
9. Clergy

RESPONSIBILITIES
The school principal shall have the authority to determine which visits are permitted as well as the discretion
to set any appropriate conditions on the nature and extent of such visits. In exercising this discretion, the
principal shall consider the purpose of the visit, the impact of the visitors’ presence and the relationship of any
visitor to the students.
School personnel shall seek to assure that parents and other visitors are courteously received and that sincere
efforts are made to provide them with the information as may be needed to foster a cooperative relationship
between home, school and community.

COVID-19 CONTROL MEASURES
The Board of Management has, under guidance from the Department of Education, implemented a number of
measures intended to control the spread of Covid-19. These measures are detailed in the school’s response
plan and the Covid-19 risk assessment.
All visitors are required to comply with any Covid-19 control measures that the school has in place.
These measures may change from time to time, according to advice received from the Department of
Education and the public health authorities. Any changes will be communicated to parents.
The following are the guidelines for all visitors to the school during the Pandemic.
These guidelines supercede any guidelines outlined in this document for the duration of the pandemic.
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RESPONSIBILITIES OF ALL VISITORS TO THE SCHOOL DURING THE PANDEMIC.
Mahoonagh National School appreciates your support as we try to safely reopen the school building. We
request that all visitors do not come onto the school grounds or into the school building without prior
contacting the school office. Working together we hope to be able to progress the reopening in as safe
a manner as possible for all.
We would ask that all parents familiarise themselves with the following drop-off and collection routines
for the safe delivery and collection of pupils to and from school. Please be patient as we endeavour to
embed these necessary precautionary and protective practices at the beginning of the school year.
It is important that
Adults do not come within 2 metres of each other
Parents do not try to have meetings with members of staff in the playground at drop off and
collection times – meetings between parents and teachers can only take place by prior
arrangement.
To this end Parent Teacher meetings of any kind will follow HSE and Departmental guidelines. It
may be required that Parent/Teacher Meetings take place via phone/ remotely or be postponed.
We will assess the situation closer to the time.
Messages for teachers may be delivered via the school office 069 72332
All visitors to the school during the Pandemic will be required to wear masks and observe social
distancing.
Contact Tracing will be facilitated, all visitors will be required to fill out the Visitor Form prior to or on
arrival and indicate the length of time spent on the school property and the staff members they are in
contact with.
Visitors wishing to make an appointment must contact the school office in advance.
A Visitor’s Questionnaire will be sent to them via email and returned prior to any arranged meeting at
the school.

GENERAL REQUIREMENTS FOR VISITORS
1. All visitors shall report to the school office when arriving or leaving the school premises. Notices shall be
displayed in each building indicating that all visitors are required to register with the school office and
obtain authorization from the principal to remain on the school premises. All visitors shall be requested
to wear an appropriate form of identification when on school premises.
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2. Whenever possible, visitors should obtain authorisation from the principal in advance. At the discretion
of the principal, such prior authorisation may be required.
3. Visits may be prohibited at certain times such as the first and last weeks of school, immediately before or
after school holidays or other breaks and while preparations for school events are being conducted.
4. If conflicts occur because of the number of visitor requests or other circumstances, parents of currently
enrolled students will generally be given preference.
5. All school visitors must comply at all times with Board of Management and Department of Education &
Science policies, administrative rules and school regulations.
Parents as Visitors
 Parents wishing to conference with teachers or administrators during the course of the school day are
encouraged to make arrangements in advance.
 Parents who visit the premises during the school day to collect students for external appointments are
asked to report to the school office before collection their child and sign their child out and in if the
student returns to school before the end of the school day.
 Parents who have been invited to visit the school as part of an, open day, special event or scheduled
school performance are exempt from requirements 1 to 4.
Guest Speakers
 Guest speakers may be invited to the school where the principal teacher’s authorization has been
sought and where it has been deemed that the use of such a speaker will bring specific knowledge and
expertise to enrich the planned curriculum.
 A check list for the organisation of guest speakers is appended to this document.
 Guest Speakers on subjects/areas other than the approved curriculum must be approved by the Patron
prior to being invited to the school.
Paid Coaches & Instructors








Will work under the supervision of a designated teacher.
Should have a recognized qualification in the activity they are to deliver.
Must receive Child Protection training.
Must submit a Garda Vetting report.
Should have appropriate experience of working with young people.
Must provide the names and contact details for two character referees.
Must have current public liability insurance.

Volunteers
 Volunteers who will be on the premises during school hours must submit a Garda clearance form.
 Volunteers will only work directly alongside a member of the school staff.
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Contractors
 Contractors who may regularly have staff on the premises during the school day will be required to
provide Garda clearance reports for same.
 Contractors who may occasionally visit the premises during the school day must be accompanied by a
member of staff at all times.
SPECIAL SITUATIONS
Both custodial and non-custodial parents of a Mahoonagh National School student have rights to visit the
child's school unless a court order exists restricting such contact. In the event that a non-custodial parent
seeks permission to visit, the school shall make every effort to notify the custodial parent in advance of the
visit.
Parents are requested to make the school aware of visiting rights of parent(s) should any special conditions
prevail. Documentary evidence may be required.

The principal has the authority to exclude from the school premises any person who disrupts or who appears
likely to become a disruption to the educational program. Any such individual shall be directed to leave the
school premises immediately and law enforcement authorities shall be called if necessary.
This policy has been in place since 2011. It was reviewed on 17/09/2020.
Signed: ______________________________________

GUEST SPEAKER CHECK LIST
This checklist will be used by staff in school to support them through the stages of involving a visitor in the
classroom.
Before the visit








Why is this visitor being asked into school?
Does the visitor come with any recommendations?
Has the school used this visitor before?
What experience has this visitor of working with this age group?
Have parents been informed of the session (if appropriate)?
How will you ensure that pupils are hearing a balance of opinions about the topic/issue?
Has the visitor submitted A Garda clearance report?
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Preparing the visitor











Is the visitor aware of the context of the contributions they have been asked to make?
Has the visitor identified the intended learning outcomes for their input?
Have the resources and materials been reviewed for appropriateness and the maturity of the pupils?
Is the visitor aware of the aims of their visit?
Has the visitor been made aware of the school ethos?
Is the visitor aware of the ability and maturity level of the young people they will be working with?
Will the visitor make a pre visit to the school?
Are the school’s legal responsibilities to the children and young people being met?
Has the visitor been supplied with copies of the relevant school policies?
Is the visitor aware of any risks to health and safety?

Preparing the visit






What arrangements will be made to welcome the visitor to the school and introduce them to the class?
Is the size of the group appropriate to the activity and learning purpose?
Is this visit part of a planned programme with preparation beforehand and follow up afterwards?
How will the group be prepared for the visitor?
What resources will be needed for the session?

During the visit


Will the school be able to respond appropriately to questions or incidents that may arise after the
visitor has left?
 How will the teacher support the visitor in this work?
 Will a member of the school staff be present during the session?
After the visit


How will the outcome of the evaluation inform future work?
 Is there opportunity for feedback and discussion about the impact of the visitor’s session?
Evaluation
The teacher and visitor will ensure that time has been agreed to jointly evaluate the session. The following
questions can be used as prompts:


What was the young people’s response to the session(s)?
 Have the learning outcomes been achieved?
 What went particularly well in the session(s)?
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Which parts (if any) of the session were not successful?
 Were the resources and materials used appropriate?
 In what ways do you think that the session(s) could be improved?
 Are there any issues from this session that you think need addressing further?
Pupil evaluations will be carried out to inform future planning and will focus upon:


What pupils have learnt in the sessions;
 What they like about the sessions;
 What they didn’t like about the sessions;
 What else they would like to know about.

1. In the interests of safety all visitors to the school should enter through the front door and check into the
office.
2. Teachers are willing to meet visitors at an appropriate time, however, only visitors with appointments
will be permitted to see a member of staff.
3. If a visitor approaches a member of staff without an appointment, the member of staff reserves the
right to defer speaking about the matter in question until a later, more convenient time.
4. Under no circumstances will a visitor be allowed to verbally or physically attack a child or a member of
staff. In this instance the person will be asked to leave the school immediately and, if he/she refuses,
then assistance should be sought from a colleague or the Principal.
5. In the event of an unacceptable breach of these guidelines, the assistance of the Board of Management
or outside authorities may be sought.
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Mahoonagh National School Visitor’s Form
Name of
School

Mahoonagh National School

Address of Castlemahon,
School
Co. Limerick.

Name of
Visitor
Date of
Visit

__ __ / __ __
/________

Visitor
Status
Contact
details of
visitor

Contractor

Company
Name

Time
Parent 

School
Contact
Person
For Queries
only:
Phone No
Email for

06972332
mahoonaghns.ias@gmail.com

Was the visit pre-arranged with the
Principal?
Yes  No 
Exit
Entry
to school __________
from School __________ am  pm
am  pm 

Other  Please complete:
_______________________________________

(if applicable)

Address
Contact No.

Email
Address

Reason for
Visit
Who the visitor met (separate line required for each person the visitor met)
Length of time spent with each person
Name of Person visited
in the school
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Visitor/Contractor
Coronavirus Risk:
Health Questionnaire for ALL Visitors, Contractors, Suppliers
The Health Service Executive (Coronavirus) Updates have been issued to reduce the risk of further
human-to-human transmission in this country. We also need to protect our staff and others from any
potential risk. This form must be completed prior to entry and is only valid for the day of your visit, a
new form will need to be completed for any subsequent visits. Your co-operation and adherence to the
guidance below is appreciated.

Name:

Occupation:

Visitor/Contractor/Supplier:

Have you travelled to Ireland from abroad in the last 14 days?

Yes □

No □

Have you had a cough, fever and/or shortness of breath or
breathing difficulties in the last 14 days?

Yes □

No □

Have you knowingly, come into contact with a person who has
been required to undergo testing, or have a confirmed case of
COVID-19?

Yes □

No □

Are you living with anyone that is self-isolating?

Yes □

No □

Do you have suitable PPE?

Yes □

No □

Have you had testing for Coronavirus (COVID-19)?

Yes □

No □

The Irish Health Authorities require anyone coming into Ireland, apart
from Northern Ireland, to restrict their movements on arrival for 14
days.

If yes, which countries did you travel from?

N/A □
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How long do you anticipate for completion of your duties?

Are you aware of the HSE advice and guidelines on social
distancing, handwashing techniques, protecting yourself from
others and cleaning regimes?

Yes □

No □

I confirm that the information given on this form is correct to the best of my knowledge.
Signature:

Date:

Contact Number/Email Address:
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Appendix 1 – Directions for Visitors, Contractors, Suppliers if he/she ticks YES or NO:
Q 1) Have you travelled to Ireland from abroad in the 14 days? (The Irish Health
Authorities require anyone coming into Ireland, apart from Northern Ireland, to
restrict their movements on arrival for 14 days)
If Visitor, Contractor, Supplier ticks YES, see guidance below:
You MUST not complete any proposed works, complete delivery, or visit the building to complete
your duties.
You will need to restrict your movements for 14 days if you return to Ireland from any other
country.
You do not need to restrict your movements if you:
• return to the Republic of Ireland from Northern Ireland
• are an essential supply chain worker, for example, a pilot, haulier, maritime staff member

How to restrict your movements
Restricted movements means: avoiding contact with other people as much as possible by staying
at home.
You can still go outside for walks, runs or cycles on your own. But you should not spend time in
close contact with other people.

Q 2) Have you had a cough, fever and/or shortness of breath or breathing
difficulties in the last 14 days?
If Visitor/ Visitors, Contractor, Supplier ticks YES, see guidance below:
You MUST not complete any proposed works, complete delivery, or visit the building to complete
your duties.
If you have developed symptoms, you will need to self-isolate and phone your GP. Do not go to
a GP surgery, pharmacy or hospital. The GP will assess you over the phone. If they think you
need to be tested for coronavirus, they will arrange a test.
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How to self-isolate
This could be before you get tested for coronavirus, while you wait for test results or when a
positive result is confirmed.
• Stay indoors and avoid contact with other people.
• Stay at home, in a room with the window open
• Check your symptoms - call a doctor if they get worse.
• Cover your coughs and sneezes using a tissue - clean your hands properly afterwards.

Q3) Have you knowingly, come into contact with a person who has been
required to undergo testing, or have a confirmed case of COVID-19?
If Visitors, Contractors, Supplier ticks YES, see guidance below:
You MUST not complete any proposed works, complete delivery, or visit the building to complete
your duties.
You immediately contact the HSE/Medical Practitioner and take the direction provided.

Q4) Are you living with anyone that is self-isolating?
If Visitor, Contractor, Supplier ticks YES, see guidance below:
You MUST not complete any proposed works, complete delivery, or visit the building to complete
your duties. Stay at home and self-isolate.

Q5) Do you have suitable PPE?
If Visitor, Contractor, Supplier ticks NO, see guidance below:
Firstly, dependent on the role, risk assess whether there is PPE required, if you are unsure,
contact person in charge of organising the work, delivery or visit.
If you are delivering materials to a depot, office or building, wait in the vehicle and arrange for
collection of materials from the cab. Person in charge may make arrangements for a collection
point which is 2 metres away from both parties. Ensure gloves are worn.
You must also bring your own hand sanitizer/anti-bacterial spray and must use the hand
sanitizer prior to entering any building.
You must also bring your own supply of disposable gloves
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Q6) Have you had testing for Coronavirus (COVID 19)?
If Visitor/ Visitors, Contractor, Supplier ticks YES, see guidance below:
You need to confirm
• That it has been 14 days since you first developed symptoms.
• You have had no fever for 5 days.
• If you are awaiting results to confirm a negative test, continue to self-isolate while waiting for
your test result.

Q7) How long do you anticipate for completion of your duties?
During the completion of your duties ensure to:
• keep a space of 2 metres (6.5 feet) between you and other people
• reduce interactions with people
• practice good hygiene and cleaning regimes

Q8) Are you aware of the HSE advice and guidelines on Social Distancing,
handwashing techniques, protecting yourself from others and cleaning regimes?
If Visitor/ Visitors, Contractor, Supplier ticks NO, see guidance below:
Wash your hands properly and often
You should wash your hands:
• after coughing or sneezing
• before and after eating
• before and after preparing food
• if you were in contact with someone who has a fever or respiratory symptoms (cough, shortness
of breath, difficulty breathing)
• before and after being on public transport or in a crowd (especially an indoor crowd)
• when you arrive and leave buildings including your home or anyone else's home
• if you have handled animals or animal waste
• before having a cigarette or vaping
• if your hands are dirty
• after toilet use
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Social distancing
Social distancing is important to help slow the spread of coronavirus. It does this by minimising
contact between potentially infected individuals and healthy individuals.
Some of the things you can do:
• keep a space of 2 metres (6.5 feet) between you and other people
• reduce interactions with people outside the workplace and home
• reduce the number of people you meet every day
• avoid communal sleeping areas
• avoid crowded places

Cleaning Regimes:
• wear disposable gloves to physically clean the environment and furniture
• Use a household detergent solution followed by a disinfectant or a combined household
detergent and disinfectant. An example of an adequate cleaner is one that contains a
hypochlorite i.e. bleach.
• Products with these specifications are available in different formats including wipes
• Ensure all surfaces that you came in contact with within the works area are cleaned
• Pay special attention to frequently touched flat surfaces, backs of chairs, door handles, desks
or any surfaces that have been has touched.

Other points to Remember:
• You cannot roam freely around the building
• You are asked to refrain from using the canteen facilities in the building
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