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ACCESS CONTROL AND VISITOR MANAGEMENT 
 

 
 
Statement of Policy 
It is the policy of the ____________ School District (District) to provide a safe environment for 
students and employees while facilitating access to school buildings, premises and equipment 
by authorized users. The safety and security of the district’s physical space and assets is a 
shared responsibility of all members of the District.  
 
Definitions 

1. School site:  school building(s) operated by the school district.  
 
Administrative Responsibilities 
The Superintendent, or designee, will develop procedures to ensure: 

1. Access control procedures are established to address the design, administration and 
management of access control systems and measures. The superintendent, or 
designee, must determine and assign access-control privileges based on the specific 
needs and requirements of the district and the electronic identification/access badge. 

2. All school site and district office exterior doors are locked during the school day. 

                                                
1 16 VSA §1484 requires each supervisory union board, member district board, or supervisory district board to adopt an access control and visitor management 

policy that, at a minimum, requires that all school sites and supervisory union and supervisory district offices lock exterior doors during the school day. The policy 

shall require all visitors sign in at a centralized location prior to gaining full access to the school site or office site. 

 

ADOPTION NOTES – This text box and the disclaimer should be removed prior to adoption.  
(a) General – As with all model policies, VSBA recommends that each board carefully review 
this model prior to adoption to assure suitability with the district’s own specific 
circumstances, internal coding system, current policies, and organizational structures. 
Highlighted language or blank, underscored spaces indicate areas which Boards must 
change/complete to reflect local personnel titles, policy references, duty assignments etc.  
There may also be optional language for the board to consider; in this case the word 
[OPTIONAL] should be removed. 
(b) Legal references are listed for convenience, but do not need to be included in the policy as 
adopted. 
(c) Any model policies listed under “cross-reference” indicate a reference to another related 
VSBA model policy. A district should check its own current policies to assure internal 
consistency.  
(d) Withdrawn and earlier versions of revised policies should be maintained separately as 
part of the permanent records of the District.  



a. [OPTIONAL] The district recognizes the need to leave ________________ 
structure unlocked as needed for _________________purpose [agricultural, 
recreational, or other reasonably practical purposes directly related to the 
school’s mission or curriculum]. 

3. Regulation of visits to the school by parents, community members or news media.  
4. All visitors check in at a centralized location prior to gaining full access to the school or 

office site. 
5. Each school site maintains a log showing the names of visitors and the date, time and 

purpose of each visit. 
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DISCLAIMER: This model policy has been prepared by the Vermont School Boards Association for the sole and 
exclusive use of VSBA members, as a resource to assist member school boards with their policy development. 
School Districts should consult with legal counsel and revise model policies to address local facts and circumstances 
prior to adoption, unless the model policy states otherwise. VSBA continually makes revisions based on school 
districts' needs and local, state and federal laws, regulations and court decisions, and other relevant education 
activity. 


