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VISITING SPEAKER POLICY 
 

1. Introduction 

Ravenscourt Park Preparatory School (‘the School’) values the contribution of visiting speakers 
to pupils’ learning and development. External speakers bring diverse perspectives and 
experiences, enriching pupils’ education beyond the classroom. 

The purpose of this policy is to: 

• Set out the School’s procedures for approving and managing visiting speakers. 

• Ensure all visiting speakers uphold the School’s ethos and values, including British 
values of democracy, the rule of law, individual liberty, and mutual respect and 
tolerance of those with different faiths and beliefs. 

• Protect pupils’ welfare and align with statutory safeguarding obligations, including the 
Prevent Duty. 

This policy should be read alongside the School’s Safeguarding Policy and Data Protection 
Policy. It applies to all external speakers, whether delivering sessions in person or remotely. 

2. Legal and Safeguarding Context 

In line with the Prevent Duty (2015), schools must have clear protocols to ensure that visiting 
speakers are suitable, supervised, and do not promote extremist or harmful views. The School 
has a responsibility to ensure that all external presentations are age-appropriate and do not 
undermine our ethos or British values. The School discharges this duty in line with the current 
Prevent duty guidance for England and Wales and with Keeping Children Safe in Education 
(the version currently in force), treating any concern about radicalisation or extremism as a 
safeguarding matter to be referred to the Designated Safeguarding Lead. 

3. Approval and Vetting Procedures 

1. Initial Approval 

o All requests for visiting speakers (from staff, parents, or pupils) must be 
discussed with the Deputy Head (Teaching and Learning). 

o Final approval rests with the Deputy Head, who will consult the Designated 
Safeguarding Lead (DSL) if concerns arise. 

2. Checklist Completion 

o The inviting staff member must complete Appendix 1: Visiting Speaker 
Checklist and submit it to the School Office for record-keeping. 

o Staff must conduct an online search to confirm that neither the speaker nor their 
organisation has links to extremism or harmful content. Search terms and 
findings should be noted. 
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3. Content Review 

o An outline of the session content must be obtained in advance. 

o A copy of presentation materials (slides, videos, etc.) should be requested 
where feasible to ensure appropriateness and alignment with School values. 

4. DBS Considerations 

o If the speaker has an enhanced DBS check, they should be asked to provide 
details of this. However, a DBS certificate does not remove the requirement for 
supervision. 

4. Supervision and Conduct 

• A member of staff must be present at all times during the session and will monitor 
content delivery. 

• If content is deemed inappropriate or contrary to School values, staff have the right 
and duty to interrupt or stop the presentation. Any incident will be reported 
immediately to the DSL, who will determine next steps (including possible referrals to 
external safeguarding agencies or the Police). 

• Visiting speakers must not be left unsupervised while pupils are on site. 

5. Arrival and Identification 

• On arrival, visiting speakers must: 

o Present a valid photo ID (e.g., passport, driving licence, employer’s ID). 

o Sign the visitor’s book. 

o Wear the visitor’s badge provided at all times while on site. 

• The School Office will ensure that speakers are familiar with the School’s Safeguarding 
Policy and emergency procedures. 

6. Record Keeping 

• A completed checklist (Appendix 1) and signed Visiting Speakers’ Agreement 
(Appendix 2) will be stored by the School Office. 

• Records will be retained for a minimum of 3 years in line with the School’s Data 
Protection Policy. 

7. Data Protection 

Any personal information collected about visiting speakers, including identification documents 
and health details (if necessary), will be processed in line with the School’s Data Protection 
Policy. 
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Appendix 1: Checklist for Visiting Speakers 
 
Please complete and pass to the School Office as far in advance of the event as possible. If 
the speaker has not addressed pupils at RPPS before, submit the first page and obtain 
approval before carrying out the steps overleaf and finalising arrangements with the 
speaker. 
 
 
 Checking Procedures Response 

 
1 Speaker’s Name: 

 
 

 

 Proposed Dates, Times, and Audiences: 
 
 

 

 Title/Theme of presentation 
 
 

 

2 Has the speaker spoken at RPPS within the 
last two years? 
 
If yes:  
When? 
Who organised it? 
Where there any concerns? 
 
If no: 
Move to Question 3 

 

Yes                No 
 
Date                   Organiser 
 
Any Concerns? 
 
 
 

3 How did you find the speaker? (e.g., was 
he/she recommended?) 
 
 
If you have his/her CV or similar, please 
attached to this form. 

 

4 You must carry out an internet search* 
*Note: It is recommended that you use two 
different search engines and look beyond the 
first page of results. Where possible, find 
primary source  
information (e.g., a group’s manifesto; You 
Tube videos of a person speaking; an 
individual’s personal writing on their 
Facebook, Twitter page or blog). 
 

 
  
 
 
 
 
 
 
 
Yes / No (delete as appropriate) 
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Did your search raise any concerns? 
 
If yes, give details. 
 
 
 

5 Can you confirm that the speaker will be 
constantly supervised? 
 

    

    Yes 
 

 
 
 
 
 
 
 
 
Completed by: _________________________________________________ Date: 
__________________ 
 
Approval by DSL: ________________________________________________ 
Date:__________________ 
  
The member of staff arranging the event should complete the steps below before the event 
takes place: 
 
a) Discuss the content of the presentation with the speaker 
Please tick when completed:    
  
 
b) Give the speaker the Visiting Speakers’ Agreement (Appendix 2) and check that they agree  
to comply by it. Remind of the need to bring formal photograph identification (such as a  
driving licence, bus pass, passport, or employer’s ID badge) 
Please tick when completed:  
 
 
c) If possible, ask the speaker if s/he has an enhanced DBS certificate. 
(Note: having DBS status does not mean that the visitor can be left unsupervised, but it is  
useful for us to know. Some speakers may offer you their DBS number. If so, please record 
below.) 
 
Please tick the appropriate box: YES     NO 
 
 
If there is any other information you would like to record, please do so in the space below. 
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Please pass this completed form to the School Office before the day of the event.  
 
Thank you for your help in ensuring that we have taken all reasonable measures to assess the  
suitability of this speaker 
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Appendix 2: Visiting Speakers’ Agreement 
 
Ravenscourt Park Preparatory School is committed to providing a safe and secure 
environment for pupils, staff and visitors and promoting a climate where everyone will feel 
confident about sharing any concerns they may have about their own safety or that of others. 
We value the input of visitors and external agencies to enrich the experiences of our 
students. We ask all visiting speakers to familiarise themselves with these guidelines in terms 
of safeguarding as required by the Department for Education. 
 
If you have a concern that a student is being harmed or is at risk of harm, or if you receive a 
disclosure (intentionally or unintentionally), please ask the Head’s PA, or any member of the 
RPPS staff, to assist you in contacting the Designated Safeguarding Lead (DSL) as quickly as 
possible so that you can report this to them. Please do not attempt to investigate the 
concern. 
 
Please also note the following: 
 

• Visitors should sign in at the School Office and should bring formal photograph 
identification (such as a driving licence, bus pass, passport or employer’s ID badge) 
 

• Visitors must wear the visitor’s badge issued to them, at all times, until they sign out on 
departure. 
 

• Visitors must follow any specific health, safety and hygiene measures the School has 
put in place. 
 

• Any messages communicated to students should not undermine our values of the rule 
of law, democracy, individual liberty, mutual respect, and tolerance of those with 
different faiths and beliefs. 
 

• Activities should be appropriate to the age and needs of the students. 
 

• Visitors must be accompanied by a member of staff at all times, unless otherwise 
agreed by the Designated Safeguarding Lead 

 


