
9690: Access to School Facilities 

The Exeter-West Greenwich School Committee recognizes the safety and well-being 

of its students, families and staff as a primary focus.  To that end, general access to 

school facilities, herein defined as school buildings and grounds, including athletic fields,  

must be carefully controlled and monitored at all times.  

I. Policy Proclamation 

To promote a safe learning environment in the Exeter-West Greenwich Regional 

School District, the school committee establishes the following procedures for tightly 

controlling entry to school facilities while allowing needed flow of employees and for 

granting reasonable public access.  Furthermore, the committee directs the superintendent 

to instruct all employees on the enforcement of said procedures. 

II. Scope of Policy 
This policy describes the conditions that school building entry doors shall be locked 

and unlocked and the in-place scan card entry system provided for employee access; 

defines the limits and restrictions to employee’s access; and sets forth the requirements 

for community members and parents who are requesting reasonable access to a school 

facility.  The policy also addresses the administrative and staff responsibilities for 

effective implementation of the established access procedures.  This policy does not 

address the procedures for granting public use of school facilities, as that issue is 

addressed through school committee policy 9700: School Facilities Use Policy. 

III. Definitions in the Context of this Policy 

School day—means 15 minutes before student start time until 15 minutes after student 

end time. 

Community member—means any person who is not specifically employed or contracted 

to provide educational or facility maintenance services in the school district under the 

supervision of the superintendent. 

Parent—means the parent(s) of the student and includes natural parent, a guardian or 

other person acting as a parent in the absence of the natural parent or guardian.  Also 

includes a student’s step parent who resides with the student. 

IV. Maintaining School Building Security  

School principals shall ensure entry doors at their school are locked at all times 

during the school day and at all other times.  Except that, selected building entry doors 

will be unlocked during student arrival and departure times; school sponsored events, 

such as, sport contests and practices, teacher parent conferences, honors night, and at 

other times when parents and/or other members of the public are attending scheduled 

school events; and authorized facility use in accordance with school committee policy 

9700: School Facilities Use Policy  

V. Central Control of School Building Entry Doors  

School building entry doors are electronically controlled from a central location.  

Employee access shall be via scan card.  Each employee shall be issued a scan card 

which shall be programmed to provide entry limited to their work assignment hours and 

the building where the work is assigned.  Principals and their designees shall have access 

to their building at all times.  The superintendent, director of administration, director of 

maintenance and custodial services and his designees shall have access to all school 

buildings at all times. 
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VI. Employee’s Restricted Access to School Facilities 

Employees must obtain their supervisor’s approval to be in their assigned building at 

any time when there is no administrative or custodial presence; and are prohibited to use 

or attempt to use their scan card to enter any other school building.  Employees, who are 

not retained by their supervisor, are required to exit school buildings at any time there is 

early school dismissal and are prohibited to reenter the building until school is reopened.  

Whenever the superintendent closes or cancels school due to weather conditions or for 

any other cause, only designated employees shall be permitted in school buildings or on 

school grounds. 

VII. Community Member and Parent Access to School Buildings during the School 

Day 

Community members and parents access to school buildings during the school day 

shall be strictly limited to those persons having specific school-related business requiring 

their attendance during school hours.  A community member or parent must have pre-

arranged a school visit with school personnel as to the purpose and time of the visit or 

volunteer opportunity.  Upon arrival a school employee-designee shall come to the entry 

door and escort the person to the principal’s office or other designated area where the 

person shall be required to follow all procedures and protocols established at the school 

level to support the district’s focus on safety.  These procedures shall include, but not be 

limited to providing photo identification, signing-in/signing-out, and wearing a school-

issued identification badge. 

The pre-arranged meeting and photo identification requirements shall extend to 

parents who request a meeting with a school administrator or teacher regarding their 

child’s education or who wants to pick up their child before scheduled dismissal.  All 

such early dismissals shall be completed in the principal’s office or designated area under 

the cognizance of school personnel.  Furthermore, parents picking up elementary students 

must also comply with school committee policy 8310: Elementary School Dismal. 

A community member or parent who has not pre-arranged a school visit and who is 

requesting immediate access to a school building during the school day shall be required 

to make the request while outside of the entry door.  A school administrator shall come to 

the door to ascertain if the person has a valid and verifiable reason for the school visit.  If 

there is no valid reason, the administrator shall deny access.  If there is a valid reason, the 

administrator shall escort the person to the principal’s office or designated area for the 

identification process. 

VIII. Community Members Access to School Buildings Outside of the School Day 
Community members seeking access to school buildings outside of the school day 

for reasons not addressed by School Committee Policy 9700: School Facilities Use 

Policy must adhere to the following protocol: 

a. Contact a school or district administrator in advance of the requested access to a 

school facility. 

b. Provide a rationale for the request, which may be approved at the building level or 

forwarded to the office of the superintendent for review and approval/denial.  To 

gain approval, the rationale must demonstrate that there is a valid reason for 

access to the facility outside of the school day and a mutually agreed upon time 

for the requested access must be arranged.  Except in cases waived by the 
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superintendent or his or her designee, a community member requesting access to 

school facilities outside of the school day will require the accompaniment of a 

school or district administrator.  

IX. Community Members Access to School Grounds  

School grounds are off limits to community members.  However the superintendent 

or designee may grant access for good cause but shall require that the community 

member be accompanied by a school district employee. 

Principals or their designees shall ensure that unauthorized persons on school 

grounds during the school day are requested to leave.  If the person(s) does not leave, 

assistance from the West Greenish Police may be requested.  School children shall not be 

out of school buildings for recess, physical education or any other outside activity when 

there are unauthorized persons on school grounds. 

X. Violation of School Facility Access Protocols 
Individuals who gain access or attempt to gain access to a school building without 

complying with the accepted protocols for gaining access shall be challenged by an 

attending school administrator.  The administrator shall ask the intruding person’s name, 

the purpose for the unauthorized access and inform the person that he or she must leave 

the school building.  The intrusion shall be reported to the superintendent.  If the 

intruding person becomes argumentative refusing to leave the school building, the 

administrator shall immediately call for assistance from the West Greenwich Police and 

the superintendent.  Repeated minor offenses shall result in referral to the School 

Resource Officer for intervention and may result in formal action such as issuance of no 

trespassing order.  

XI. Dissemination 

This policy shall be disseminated to all policy book holders. 

XII. Effective Date 

This policy shall become effective upon adoption by the school committee. 

 

First reading:  February 11, 2014 

Second Reading: February 25, 2014  

Adopted:  February 25, 2014 

Amended:  September 9, 2014 

 

 


