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CHAPTER 1

Managing access 
to your campus
Making access easy and secure.

Every day, schools play host to teachers, staff, 
students, volunteers, coaches, contractors, suppliers, 
cleaners, gardeners, care workers, government 
officials, salespeople and more. One of the biggest 
security challenges faced by schools is controlling who 
accesses a campus and when. Most schools lack any 
capacity for welcoming approved visitors while also 
quickly and easily identifying potentially unwelcome or 
unapproved visitors. There are plenty of reasons why 
schools need to manage people accessing their 
campuses, and it doesn’t take long to see why a 
traditional paper guestbook is not just unsatisfactory, 
but also a liability.

An integrated approach
Access control is becoming a priority for schools managing a duty of care to 
staff and students. Campuses are implementing simple systems such as:


• a clearly sign-posted reception office,


• ID labels printed for visitors,


• video camera surveillance, and


• a method for quickly processing every visitor and giving them the 
information they need as they arrive.


These systems make the school safer, smarter and maintain tight control of 
the campus.

Visitor Verification
Since most visitors have legitimate purposes for being on campus, everyone 
is typically presumed to be welcome. Even if a visitor does checkin on 
arrival, a guestbook scribble offers very little in terms of legitimising their 
presence to other staff or creating a useful record of their visit. Contractors 
should be issued a visitor pass and given a way to communicate with 
everyone on site at the drop of a hat (see Chapter 4, Emergency 
Communication).
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CHAPTER 1: Managing access to your campus 3

Surveillance
For a long time, schools have used video camera surveillance for basic 

security, particularly for criminal activity such as vandalism and break-ins 
after hours. Video offers opportunities for integration with visitor 

management and access control systems—for example observation of 
people entering school grounds before checkingin, or for correlation with 

visitor data after an incident.

Zones and access times
The ability for different visitor types to access the school facilities at 

different times of the day (and sometimes night, in the case of cleaners, etc.) 
is important, but this makes it difficult for schools to gain visibility across all 

visitor types. It’s no longer sufficient for school administrators to simply trust 
contractors have made all appointments or rely on conact with them at a 

future date. Each person approved to come onto school grounds should be 
able to have their presence verified—even when no one else is onsite. It is 

important to know when they leave, and in some cases, the zones or specific 
areas they were accessing.

A traditional paper 
guestbook is not just 
unsatisfactory, but 

also a liability.



CHAPTER 2

Know who is on

school grounds
Make your visitors and contractors 
identifiable.

Policies
In most countries it is a matter of policy, as well as 

part of the school’s duty of care, to know who is on 
school grounds. Schools are obliged to collect 

sufficient information about visitors to satisfy an 
inquiry should events warrant investigation, and 

facilitate the many different needs of visitors as they 
go about their business. A visitor and contractor 

management system like Sine is a user-friendly way to 
ensure all visitors are welcomed and managed 

appropriately while on campus, with a minimum fuss. 
Using Sine, schools have real-time visibility into who is 

on site at any time.

Photo ID
Schools can choose to add an extra layer of security by introducing Photo ID 

sticker labels which can be quickly printed for visitors straight from the app, 
identifying them clearly with dates, times and authorisation of their business 

on site. Using the Photo IDs, unauthorised visitors can be easily identified 
and queried by staff.

Accurate visitor records
In the modern school environment, paper-based check-in systems offer 

only limited value to a school. They are difficult to reconcile with real events 
and are quickly becoming redundant. Sine solves this problem through a 

simple, seamless and low-touch experience. Schools can see who’s on site 
at any point in time and can extract detailed analytics to gain insights into 

visitor movements.
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Geofencing – your virtual school gate
Geofencing is the creation of a virtual geographical boundary around your 

campus. If you use a good digital check-in system, it will be able to detect 
these boundaries and offer a range of functions that interact with your 

imaginary boundary. Sine is the most advanced visitor management system. 
Using their mobile app, schools can set up a geofence to monitor 

attendance of regular visitors on campus. This is very handy if you maintain 
remote sites, unmanned sites or simply have unstaffed access points to your 

main campus. The same interaction is applied when a visitor using the app 
leaves your campus. Another function of geofencing is to create a virtual 

broadcasting boundary so you can communicate just with visitors who are 
on campus.

Unauthorised visitors need 
to be easily identified.



CHAPTER 3

Simplify risk 
management and 
compliance procedures 
for schools

Digital visitor management systems have become an 

essential part of modern schools. But as schools 
navigate an increasingly complicated risk and 

compliance environment, the processes propping this 
environment up must also evolve.


The risk of breaches or non-compliance is too great to 
leave up to antiquated processes.

Key considerations for schools
In many traditional organisations, occupational health and safety or risk 

management and compliance is managed by a dedicated individual or team. 
Unfortunately, many schools don’t have the luxury of a dedicated OHS 

manager. Too often these crucial and complex tasks are lumped on 
administrators’ plates — which are already overflowing with responsibilities.


On top of these basic workplace compliance requirements, schools must 
also manage and adhere to strict regulations in place to protect their 

students.

Common compliance 
documents required in schools
Working with children checks (WWCC)

All employees at a school, both teaching and non-teaching, must have a valid 

working with children check before they can work onsite. Organisational 
penalties for non-compliance carry significant fines – or even jail time.

Safe work method statements (SWMS)

Maintaining school grounds and facilities is an ongoing task. Often, many 

different contractors and tradespeople are required to visit and perform 
work on-site. SWMS are important legal documents that outline procedures, 

potential risks and mitigation strategies for high-risk construction work 
(HRCW).
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SWMS are required in accordance with work health and safety regulations, 

and it is essential that contractors have valid SWMS before they undertake 
any HRCW on a school site.

Site-specific compliance documentation

In addition to regulatory mandated compliance, schools must also develop 

and enact their own compliance procedures. It is important for visitors to site 
to be aware of these, including information such as:


• safety and risk management procedures 


• detailed site rules or codes of conduct


• lockdown and evacuation instructions 


• site maps showing entry points, including car parking information 


With so many documents to capture and all this information to 
communicate, the induction and sign-in process can become complex in a 

hurry. And with manual processes, it’s only a matter of time before 
something falls through the cracks.

Compliance simplified, with Sine Workflows

Thankfully, there’s a better, simpler way for schools to manage their risk 

and compliance.


Sine Workflows integrates seamlessly for schools already using Sine for 

their visitor management.


The key to effective compliance processes is not only in developing a 

comprehensive framework. But also putting the right measures in place to 
ensure the framework can be upheld. Workflows is a powerful compliance 

tool that not only automates and digitises these processes, but it can also 
identify red flags and stop them before they become an issue.
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Simple, digital inductions

Designate compulsory inductions, customised to different visitor types — be 

they visitors, maintenance contractors, TRT’s, music tutors or any other 
visitor type your school requires. Then, create your custom induction 

workflows per visitor type. Collect compliance documentation and licenses 
from contractors, brief visitors on policies and emergency procedures.


Most importantly, prevent anyone from checking in who has not completed 
an approved induction workflow.

Automatic expiration checks and notifications

With Workflows, you can track the expiration of permits and licenses 

submitted by contractors. When documents are about to expire, 
automatically notify users to update their documents. And block check-in if 

their documents aren’t updated before expiring.

Digital filing and audit trail

Don’t waste time and space trying to store and file paper documentation. 

With Workflows, all your compliance documentation is automatically filed 
and stored in the cloud as part of the induction process.


Plus, if the need ever arises, you also have a full audit trail of every induction 
completed, as well as movements in and out of your site.

Getting started with Workflows is simple

Our Education team work closely with schools day in, day out. They 

understand the challenges schools face and are experts in Workflows 
implementation for schools.


Get started today and contact us for your 30-day free trial of Sine Workflows.

School campuses are 
confusing places to 

navigate for contractors 
and irregular visitors



CHAPTER 4

Emergency

Communication
In an emergency situation, 
communication is king.

Announcement: PA System vs 
Direct Messaging?
Schools are extremely dynamic places with a constant 

flow of staff, workers, visitors and students every day. 
When there is an emergency—fire, accidents, 

malfunctions, even sensitive family issues—schools 
need to be able to respond effectively, appropriately 

and with accountability.


The school PA system doesn’t meet the diversity of 

issues schools need to manage. It’s a blunt instrument 
that doesn’t offer any mechanism for discretion, 

targeting of alarms to specific people, or providing 
critical instructions to people about the emergency. 

Sine’s mobile application makes it possible to contact 
visitors individually, in groups, or all together, 

empowering schools to handle emergencies with 
sensitivity, clarity and coordination.

Communicate directly with 
visitors on campus
A school campus is a difficult place to communicate with staff, let alone the 

range of potential visitors on site at any one time. The Sine platform allows 
schools to push out messages to mobile devices at any time.


This direct messaging service is deployed via SMS, email or a push 
notification from Sine’s mobile app. Sine gives you the accuracy and 

flexibility to deliver messages and alerts to specific individuals or groups - 
perfect for discretely alerting certain people about an issue instead of 

broadcasting it over a PA system.


In the case of an emergency, Sine’s capacity to account for, instantly 

communicate with and provide critical advice to everyone on site is priceless.
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Emergency!

Please exit the building via your 

nearest fire exit and make your way 

to the designated assembly area.
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Lockdown
Certain emergencies in schools necessitate a lockdown of people’s 

movements through buildings or the campus. In suburban and regional 
Australia, this could be something simple like an unwanted snake, but all 

over the world it could be dangerous persons such as an agitated adult or 
criminal.


The ability to quickly and silently coordinate and account for all account for 
all visitors and staff, and ensure they are advised about the situation can be 

extremely valuable to defusing a problem and minimising student anxiety.

Quickly and silently advise 
visitors and staff about 
emergency situations



CHAPTER 5

Reporting

& compliance
Collecting information is easy. Efficiencies are only 
created when you can search, sort and analyze it.

Reporting, logs and audit
Schools need to know who is onsite at any given time. 

This can become critical when trying to investigate 
incidents, for example property damage or injury, but 

can also be important for audit and reporting many 
months later.


If school administrators are asked a question like, 
“How many times has Mr. Smith checked in to the 

school over the last 6 months?”, you can imagine how 
time consuming answering that question would be 

using a traditional paper check-in book.


A digital solution creates a detailed account of all 

people coming and going on school grounds. It’s not 
just a duty of care; it’s a management tool that will 

save time and money.

Office efficiencies and 
workflow
Being able to analyse the visitor flows through a school is incredibly valuable. 

Imagine the opportunities created by recording all aspect of visitor activities, 
including check-in/check-out times, different visitor types, hosts most 

frequently visited, traffic flows, length of time on campus, and importantly 
the identifying information each visitor provides. Using this information 

empowers a school’s leadership to make decisions about timetabling, 
resourcing and budgets.

Better compliance
Sine allows a school to collect detailed data on all visitors and keeps a 

comprehensive record that can be accessed from the school’s administrator 
dashboard. Combine this time-stamped data with footage, and investigating 

incidents becomes far easier. This level of record keeping has been 
unachievable until now.
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CHAPTER 5: Reporting and Compliance

eSignatures
Showing a contractor an evacuation plan or alerting them to the hazards on a 

site is not the same as getting signed acknowledgement that they have read 
and understood their induction. Sine’s visitor management system allows you 

to collect signed verification from visitors if required, so you have an 
electronic expression of a person’s agreement to the terms and conditions of 

coming on campus.

It’s not just a duty of care; 
it’s a management tool

12



CHAPTER 6

Making a good 
impression
A physical example that you’re moving 
with the times.

The experience a school visitor receives when they walk into your reception 

area will make a lasting impression. A friendly receptionist greets you warmly 
with a welcoming smile and gestures for you to pick up… a dog-eared and 

tattered visitor check-in book that they want you to sign with a cheap pen. 
Instead, if guests are asked to check in on an iPad running a modern, 

innovative and school-branded system, the impression is very different.

Safety-focused
When guests are run through a digital check-in, and in some cases an 

induction process, it brings to their attention that the school takes its duty of 
care seriously. For a school, this is a very important thing to bring to the 

attention of parents. A digital check-in system means that rather than telling 
them you have a safety focus, you are showing them every time they visit 

campus.

Privacy
Going digital means that a visitor’s personal information, normally on public 

display when using a paper check-in book, is completely private and 
confidential. Unlike check-in books, a digital visitor management system 

keeps your visitor’s private information private, whilst still capturing the core 
information.

Branding
Sine’s software can be customised to display your logo and utilise your 

corporate colours, making it an extension of your brand. Slideshow 
backgrounds promote a professional and corporate image, creating a positive 

visitor experience and further engaging your guests with your brand.



Interested in learning more 
about why Sine is trusted by 
hundreds of educational 
systems worldwide? 

Visit sine.co today and 
request a demo
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