[bookmark: _jqs7914341ze]Parent and Guardian Letter
Subject: Updated Visitor Check-In Process
[District or School Letterhead]
[Date]
Dear Parents and Guardians,
Beginning [effective date], [district or school name] will use an updated visitor management process at [all schools/applicable locations].
Because our schools already use a visitor check-in process, many of the expectations will remain the same. Visitors will continue to report to the main office or designated check-in area. However, the check-in screen and some of the steps may look different.
When visiting one of our schools, please:
· Bring a valid government-issued photo ID.
· Report to the main office or designated visitor check-in area.
· Follow the on-screen or staff instructions to provide the requested information.
· Wait for the check-in process to be completed and approved.
· Wear the visitor badge or pass provided throughout your visit.
· Check out before leaving and return or dispose of your badge as directed.
The updated process will help our staff maintain accurate visitor records and more consistently identify approved visitors while they are on campus.
Thank you for your cooperation and for helping us maintain a welcoming and secure school environment.
Sincerely,
[Name]
[Title]
[District or School Name]
