
SONOMA COUNTY OFFICE OF EDUCATION 
 

Classroom Visitors 
 
 

All persons not regularly assigned to a school shall report to the site office before visiting 
a county classroom and must sign in and out on the Record of Classroom Visitation form 
in the classroom, as well. 
 
Teachers should post the form by the classroom entry door, or otherwise make it 
prominently visible to visitors.  It is appropriate to remind visitors to sign in and out. 
 
We have also included the SCOE Policies and Procedures regarding Classroom Visits. 
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Visiting Classrooms and Programs

The County Superintendent supports a collaborative working relationship among staff, parents/guardians, districts
and communities. Visits to schools promote and enhance cooperative working relationships and provide visitors
with understanding of and knowledge about County Office programs and services.

The County Superintendent recognizes the staff time and commitment required to ensure successful school visits,
but encourages staff to accommodate as many requests for visits as are reasonably possible.

Purpose

To provide parents/guardians, community members and professional educators with an opportunity to visit County
Office classroom and programs.

Timeline

Annual notification to parents/guardians is distributed by October 15. Visits are encouraged throughout the year
with advanced notice. Most visits will be no more than thirty (30) minutes in duration.

Procedure

1. Department director or site administrator develops, regularly updates and communicates the process for
school visits including:

• step-by-step instructions for arranging for a visit;
• name and telephone number of person to contact to arrange for visit;
• legal requirements, as appropriate.

2. Site administrator notifies parents/guardians annually in writing of the process for arranging for school
visits.

3. Site administrator ensures that signs are posted to provide public notice of the procedures for school visits.

4. Visitors register with the school secretary or classroom teacher immediately upon arrival.

5. School secretary maintains a log of all visitors to classrooms and school sites.

Note: When a classroom is part of a district program, site administrators are encouraged to see that visits follow the
procedures established by the district administrator.
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