
 

Supervision of Visiting Speakers and Volunteers Policy 
 
Purpose 
This policy outlines the procedures for supervising visiting speakers and volunteers at Next 
Steps Ed to ensure the safety and welfare of learners and the integrity of the school 
environment.   
 
Scope 
This policy applies to all visiting speakers, volunteers, and any individuals offering their time and 
expertise within the school premises or during school-organised events.   
 
Principles 
Next Steps Ed is committed to:   
- Ensuring the safety and safeguarding of all learners during interactions with visitors and 
volunteers.   
- Maintaining professional and ethical standards in all engagements with external individuals.   
- Promoting educational experiences that align with the school’s ethos and values.   
 
Definitions  
- Visiting Speaker: An external individual invited to deliver a talk, presentation, or workshop to 
learners.   
- Volunteer: An individual offering their time and services to support school activities without 
remuneration.   
 

Safeguarding and Pre-Approval 
 
Pre-Approval of Visitors and Volunteers 
- All visiting speakers and volunteers must be approved by the Senior Leadership Team (SLT).   
- Staff arranging visits must complete a visitor approval form outlining:   
  - The purpose and nature of the visit.   
  - The individual’s credentials and relevance to the school’s objectives.   
  - Any potential risks or concerns.   
 
Safeguarding Checks 
- Volunteers and speakers with regular or unsupervised access to learners must undergo an 
enhanced DBS check.   
- For one-off visits, speakers must provide a form of identification, which will be verified upon 
arrival.   
- The school reserves the right to refuse any visitor or volunteer if safeguarding requirements 
are not met.   
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Supervision Requirements 
 
General Supervision 
- All visiting speakers and volunteers must be supervised by a member of staff at all times while 
on school premises or engaging with learners.   
- Under no circumstances should a visitor or volunteer be left alone with learners unless a valid 
DBS check and safeguarding training are in place.   
 
Briefing and Expectations  
- Prior to the visit, the organiser must:   
  - Provide the visitor or volunteer with a copy of the school’s safeguarding policy and code of 
conduct.   
  - Brief them on appropriate interactions with learners, including maintaining professional 
boundaries.   
  - Clarify the objectives of the session and expectations for behavior.   
 
Monitoring During the Visit 
- A designated staff member will:   
  - Introduce the visitor or volunteer to the learners.   
  - Monitor the session to ensure it aligns with the school’s values and safeguarding principles.   
  - Intervene if the content or behavior is deemed inappropriate.   
 

Content and Messaging   
 
Review of Content 
- Staff organising the visit must review the proposed content or activities in advance to ensure 
they:   
  - Are age-appropriate and relevant to the curriculum or school objectives.   
  - Do not promote extremist or discriminatory views.   
  - Comply with the school’s values and Prevent Duty obligations.   
 
Addressing Concerns   
- Any concerns raised about a visiting speaker or volunteer must be reported immediately to the 
Designated Safeguarding Lead (DSL).   
- If inappropriate content is delivered, the session will be stopped, and the matter will be 
reviewed by the SLT.   
 

Volunteer Roles and Responsibilities 
 
Induction and Training 
- Volunteers will receive an induction covering:   
  - The school’s safeguarding and child protection policies.   
  - Health and safety procedures.   
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  - Relevant aspects of their role and responsibilities.   
 
Boundaries and Conduct   
- Volunteers must adhere to the school’s staff code of conduct, including maintaining 
confidentiality.   
- Volunteers are not permitted to administer first aid, manage behavior, or handle sensitive 
information unless specifically authorized.   
 
Health and Safety 
- All visitors and volunteers must sign in and out at the school’s reception.   
- Visitors will be provided with a badge or lanyard to wear during their time on site.   
- Volunteers and speakers must follow the school’s health and safety procedures, including fire 
evacuation protocols.   
 
Reporting Concerns 
- Any staff, learner, or parent with concerns about a visiting speaker or volunteer must report 
them to the DSL or Deputy DSL immediately.   
- Concerns will be investigated following the school’s safeguarding and complaints procedures.   
 
Monitoring and Review 
- The SLT will monitor the effectiveness of this policy and review it annually.   
- Feedback from staff, learners, and visitors will inform policy updates to ensure it remains 
relevant and effective.   
 
This policy ensures that all visiting speakers and volunteers contribute positively to the learning 
environment while safeguarding the welfare and safety of learners at all times.   
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