
 

 

Protocol for visiting speakers 

Background statement: 

 

• All staff and pupils have the right to study without fear of intimidation, 

harassment and threatening or extremist behaviour.  

• The school promotes tolerance and respect for diversity, and respect for 

alternative views. 

• The school promotes reasoned, informed discussion of sensitive issues.  

• The protocol complements the School’s Safeguarding and Child Protection 

Policy and policies such as: Anti-Bullying, Equal Opportunities and ICT 

Acceptable Use Agreements. 

• Speakers are expected to abide by the principles set out by the school, i.e. 

avoiding: 

▪ Gratuitously offensive or intolerant use of language 

▪ Intentional demeaning of individuals or groups defined by ethnicity, 

race, religion, sexuality, gender, disability, age. 

  

Overarching strategy: 

 

The Head of School and Prep Head will make the decision about speakers who 

warrant closer attention, and the completion of the risk assessment. Risk is minimised 

by ensuring that appropriate checks are carried out at an appropriate stage. The 

aim is to identify potential situations where the content of a visiting speech is likely to 

undermine the values and aims of the school and the policy on British Values.  A 

further aim is also identify whether or not the speaker is associated with any 

organisation which advocates terrorism. 

 

Procedure: 

 

• The Head/DSL and/or Prep Head must be aware of all visitors. 

 

• When staff secure an external speaker, they must complete the Visiting 

Speaker Risk Assessment form (see Appendix 1).  It should then be sent to the 

appropriate DSL/head of School/Prep Head for approval before the speaker 

can be approved. 

 

• The completed form will provide the following information: 

o Name of speaker 

o Contact details 

o Session title 

o Aim of session 

o Date, time and venue 

 

• It will also confirm that: 

o A google search has been performed on the speaker 

o The link for the safeguarding policy has been included in their 

correspondence 

 

On arrival, the signing-in procedure will include this statement: 

 



 
 

 ‘You may well be aware of the government’s Prevent strategy, which  

 requires us to ask all speakers in schools to be aware of our  

 safeguarding and prevent policy and procedures.  Please note that,  

 on signing in at the School, you will be agreeing to comply with these  

 procedures’.  

 

• Sources that might be used for pre-invitation checks: 

✓ Recommendations/references 

✓ Research on open source: 

o Published material 

o Previous speech content 

o Known affiliations 

o Guest/speaker aliases 

 

• The DSLs and/or Head of School/Prep Head approve/decline the visit based 

on the risk assessment and records are filed by the Head of School/Prep 

Head.  

 

• All speakers must be supervised at all times unless advised by the Head of 

School/Prep Head that their DBS and the speaker risk assessment (if 

appropriate) means that supervision is not necessary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

APPENDIX 1:  Visiting Speaker Risk Assessment 

As part of the Prevent Duty, the school is required to ensure that appropriate checks 

and supervision are in place for all visiting speakers. 

Visiting Speakers are likely to attend the school to give a one off lecture or speak to 

a meeting of a society.  The form should be signed and submitted to the Head of 

School/Prep Head at least 1 week in advance of the visit.  The Head/Prep Head may 

cancel or postpone a visit if he has any concerns about the speaker. 

Name of Organiser/Supervisor: 

 

Name of Visiting Speaker: 

 

Intended Date of Visit: 

 

Purpose of Visit, Title or Subject to be Addressed: 

 

Expected Audience: 

 

Why has this speaker been invited?  Include job title and place of work if relevant.  

 

 

How is the speaker known to the school?  Please give details. 

 

 

Google search completed?     Y / N 

Please attach print of check results including at least the first two pages.   

 

Confirm that this statement has been included in correspondence:   Y / N 

 

‘You may well be aware of the government’s Prevent strategy, which requires us 

to ask all speakers in schools to be aware of our safeguarding and prevent policy 

and procedures.  Please note that, on signing in at the School, you will be 

agreeing to comply with these procedures’.  

Confirm you have included this link for the safeguarding policy in your 

correspondence:    Y / N 

 

https://www.ipswichhighschool.co.uk/policies/  

I am not aware of any issues relating to the speaker that might be of concern under 

the Prevent Duty.   I will ensure that the speaker is supervised at all times whilst in 

school.  The speaker has been asked to bring photo ID to the school on the day of 

the visit. 

Signed ………………………………….……………………      Date: ……………………………. 

Visit Approved:   Yes/No       Other checks required: ………………………………………... 

Signed by Head of School/ Prep Head …………………………………………    

Date …………………………                                                                

https://www.ipswichhighschool.co.uk/policies/
https://www.ipswichhighschool.co.uk/policies/

