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Definitions
Visitor - A person is considered a visitor to the St. Johns County School District (SJCSD) when he/she is coming into a school for a one-time visit only.  Subsequent entry into schools requires completion of the SJCSD School Access Form.  
Photo Identification (photo ID) – Acceptable photo ID for SJCSD school access sign-in is either 1) a valid driver’s license; 2) a valid state identification card issued through the Department of Motor Vehicles; or 3) a SJCSD staff identification badge.  Sign-in for persons who are not United States citizens will be processed on an individual basis through the SJCSD volunteer services department.
Self-Service Kiosk Sign-In
1. When a visitor enters a school, he/she must go to the main reception area.  The school’s office designee is to welcome the visitor.  An office designee must be a St. Johns County School District employee, a KeepnTrack representative approved through the volunteer services department, or a representative approved by the school principal. 
2. The visitor will type his/her information (full legal name and date of birth) into the computer, and follow the computer prompts.  The visitor’s badge will print.  Photo ID is received from the person before receiving his/her badge.  The office designee is then to compare the name on the photo ID to the information on the badge.  If they are a match the designee gives both badge and photo ID to the individual and provides assistance needed to assure the visitor gets to the proper destination.  
Attended Kiosk Sign-In

1. When a visitor enters a school, he/she must go to the main reception area.  The school’s office designee is to welcome the visitor.  An office designee must be a St. Johns County School District employee, a KeepnTrack representative approved through the volunteer services department, or a representative approved by the school principal. 
2. Photo ID is received from the visitor at this time.  The office designee will type the visitor’s information into the computer, and follow the prompts.  The visitor badge will print.  The office designee gives both badge and photo ID to the individual and provides assistance needed to assure the visitor gets to the proper destination.

Self-Service and Attended Kiosk Sign-In Continued
3. Upon sign-in, if a visitor’s name comes up with a match from the national sexual offender database, the school must determine if the visitor is actually on the database.  If signing in on a self-service kiosk, the computer screen will instruct the visitor that they cannot sign in at this time.  The office designee is to ask for the person’s photo ID and compare that information to the information on the database.  If more than one name appears, each name is to be checked to verify that a match is or is not found.  The office designee is always to have at least one additional person verify if a visitor is or is not on the sexual offender database.

4. If a visitor’s information matches that of a person on the sexual offender database, the office designee is to contact the appointed school administrator.  Each school is to establish a priority chain of command list of administrative appointees who will proceed in this situation.  Examples may be:
1) Principal

2) Assistant Principal

3) Dean

4) Youth Resource Deputy

The administrative appointee is to speak with the visitor and escort him/her from the building.  The office designee or administrative appointee is then to notify the volunteer services department.  No one appearing on the sexual offender database is allowed into a school at any time.
5. If the visitor is not on the sexual offender database, the office designee proceeds to allow access into the school through the KeepnTrack system.  The badge will print.  The office designee gives both badge and photo ID to the individual and provides assistance needed to assure the visitor gets to the proper destination.

Self-Service Kiosk Sign-Out
1. The visitor follows all prompts given on the computer screen for sign-out.

2. The visitor gives his/her badge to the office designee before leaving the school campus.

3. Badges are shredded.  
Attended Kiosk Sign-Out

1. The visitor gives the badge to the office designee.

2. The office designee follows all prompts given on the computer screen for sign-out.

3. Badges are shredded.
