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Staff Handbook 9.016 

New calendar entry 
- Visiting Guest/s Procedure 

(Form to be completed five days in advance of visit) 

Name of Visitor: ____________________________________________ 

Organized by: ______________________ Venue: ________________ 

Date: ___________________  Time from: ____________to __________ 

Purpose of Visit:            
 
 

Names and Grades of Students Involved:  

 

Lessons and Periods Affected:  
 
 

Colleagues Affected:  

 

Colleagues’ Agreement (initials):  

 

Details of Cover Required:  

 
Deputy Director-Learning’s Approval:  _____________    Date:  ___________ 

Director’s Approval:   __________________________   Date: ____________     

Posted in Staff Room, Entered in School Diary, Scan to Initiating Teacher  

 (Secretary to Director)  ________________     Date:  ___________ 


