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CLASSROOM VISITORS POLICY

1. INTRODUCTION
1.1. The definition of a visitor according to the Collins English Dictionary is ‘a person who pays a visit; caller, guest, tourist, and so on’
1.2. For the purpose of this policy, a visitor is someone who attends the trust establishment with the intention of supporting lesson or curriculum delivery, including through pastoral provision. It extends beyond the classroom to incorporate visitors presenting to larger groups of students for example, via an assembly or to smaller groups of students through workshops.
This policy should be read in conjunction with the following:
· Safeguarding and Child Protection Policy.
· PSHE/RSHE Policy.
The following guidance has been followed in formulating this policy: 
· DFE Guidance on Political Impartiality in Schools.
· Guidance for Safer Working Practices.
· Keeping Children Safe in Education.

2. POINTS TO CONSIDER ABOUT THE ROLE OF VISITORS IN SCHOOL
2.1. It can be mutually beneficial to establish links with outside providers and use their specialist knowledge, experience and expertise with staff, students, or both. In many cases, the school will seek to work in partnership with outside providers on a range of issues which aim to meet the needs of students, for example, many agencies and individuals have a professional interest in health-promoting activities in schools. 
2.2.   Visitors should be used in a planned and controlled way. Their role is an important one, but it should be recognised that in most cases they are not trained teachers. The contribution of the outside provider should be complementary to the ongoing curriculum programme and ought to be a positive experience which enhances provision. Outside providers can bring an added dimension to the curriculum and classroom, such as a wealth of experience and expertise, resources, different approaches, and insights into the topic area. 
It is important to establish the ways in which the outside provider would be helpful: that is, the skills, knowledge, and expertise the outside provider can give which would add value to the lesson. The trust establishment will assess the suitability and effectiveness of input from external agencies or individuals to ensure that any materials and communication with students, are appropriate and in line with schools’ legal duties on political impartiality. We will ensure:
· Any messages communicated to students support fundamental British Values and our trust establishment values.
· Any messages communicated to students are consistent with the ethos of the Trust establishment and do not marginalise any communities, groups, or individuals.
· Any messages communicated to students do not seek to glorify criminal activity or violent extremism or seek to radicalise students through extreme or narrow views of faith, religion or culture or other ideologies.
· Trust establishments should be confident that working with an external agency will not compromise the prohibition on promoting partisan political views to students.
· Activities are properly embedded in the curriculum and are clearly mapped to schemes of work to avoid contradictory messages or duplication.
· Activities are matched to the needs of students.
We recognise, however, that the ethos of our establishment is to encourage students to understand opposing views and ideologies, appropriate to their age, understanding and abilities, and to be able to actively engage with them in informed debate, and we may use external agencies or speakers to facilitate or support this. Therefore, by delivering a broad and balanced curriculum, augmented by the use of external sources where appropriate, we will strive to ensure our students recognise risk and build resilience to manage risk themselves where appropriate to their age and ability but also to help students develop critical thinking skills needed to engage in informed debate.
Selecting visitors is determined by the curriculum content being covered and must ensure impartiality is maintained. Each establishment should consider a balance of perspectives and inclusive representation when selecting visitors and ensure the promotion of British Values: democracy; the rule of law; individual liberty; and mutual respect and tolerance. Establishments, when considering utilising the expertise of visiting speakers, will consider if they are reflective of the diversity of the student body, and embody the values of the trust.  
2.3. Enquiries need to be made about the outside provider/organisation prior to the visit in order to address specific issues (see checklist). The visitor should have the relevant DBS clearance to work in schools and be checked against the barred list where appropriate. Safeguarding assurances must be sought from the 3rd party provider/organisation supplying the visitor that recruitment has followed safer recruitment practices. 
2.4. A prior meeting, whether that be face to face or via teams/telephone between the outside provider and the teacher is necessary to share the trust establishment ethos, relevant policies, and the contribution that the visit is expected to make to the programme. This meeting can provide the opportunity for the teacher to negotiate with the outside provider the approach, methodology and teaching style to be adopted.
2.5. Teachers need to prepare students for the visit and give them a clear sense of personal responsibility for getting the most from the visit, for example, by preparing appropriate questions. The visit could also provide an opportunity for students to be involved, for example, in extending the invitation, meeting the visitor on arrival, and thanking them afterwards. If appropriate, students can also be involved in the planning of the session.
2.6. Teachers must be present at the session(s). It is inappropriate and unfair to expect a visitor to maintain classroom discipline – that remains the clear responsibility of the teacher.
2.7. All parties should evaluate the visit in order to discover how the input has added value by changing and improving students’ knowledge, feelings, attitudes or skills.

3. CHECKLIST FOR TEACHERS WORKING WITH AN OUTSIDE PROVIDER 
3.1. Prior to first contact
· Will the planned input from an outside provider add value to my programme?
· Have I identified any commercial, financial, political or other interest which would conflict with the ethos of the trust establishment?
· Have I confirmed the visit is appropriate with my line manager/departmental lead?
· Have I checked that the outside provider has DBS clearance/is not on the barred list?
· Has the outside provider been recommended? If not, are there others who can be asked about the outside provider, their contribution and professionalism?

3.2. Preliminary Meeting/ Briefing Conversation
· Am I clear about the shared aims or purpose of the session? For example, is the work more appropriate for staff than students?
· Have we agreed my role in the session?
· Is there an opportunity for joint working?
· Have I shared any relevant policies with the outside provider? For example, the personal, social, health and economic (PSHE) curriculum and the relationship, sex and health education statutory outcomes (RSHE), confidentiality and safeguarding children policies?
· Have we agreed where the outside provider’s input will fit into the module or subject plan as a whole?
· Is it appropriate to consult or inform parents or carers? If yes, have we agreed the information to be given?
· Has each of us shared the protocols under which we expect to be working with regard to confidentiality and disclosure?
· Have we agreed how this work will be prepared for and/or followed up?
· Is it an efficient and cost-effective use of the outside provider’s time?
· Have we devised an evaluation appropriate to the activity?
· Does the evaluation match the aims or purpose of the objectives?
· Can the evaluation help inform my practice and planning?

3.3. On the day of the visit - Checklist
· Is reception aware that I am expecting a visitor: name/time/room/contact in school?
· Has appropriate identification be seen?
· Has the visitor’s employers confirmed their staff have been subject to the appropriate checks?
· Has reception informed them of the Child Protection Officers and what to do should they see anything of concern? Leaflets with photographs about this should be available on the Reception desk.
· Is it appropriate for students to meet the visitor?
· Has my visitor signed in? Are they wearing a visitor badge and is it in clear view?
· Are procedures in place to escort/supervise visitors?
· Are they aware of what to do in the event of a fire alarm sounding?
· Have any resources been requested (for example, ICT, photocopying) and are they available?
· Has appropriate hospitality been arranged?

3.4. After the visit
· Has appropriate evaluation taken place?
· Has the visitor been thanked in person and with a follow up letter (preferably from the students)?
· Has the visitor signed out and handed in their badge?
· Reflect - should I book this visitor/organisation again?
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APPENDIX 1
Visitor Agreement at X (insert name) trust establishment
We understand the importance of visitors and external agencies to enrich the experiences of our students.
[bookmark: _Int_DJdBLCF1]In order to safeguard our students, we expect all visiting speakers to read and adhere to the statements below.
· Any messages communicated to students support fundamental British Values and our school values  
· Any messages communicated to students are consistent with the ethos of the school and do not marginalise any communities, groups or individuals 
· Any messages communicated to students do not seek to glorify criminal activity or violent extremism or seek to radicalise students through extreme or narrow views of faith, religion or culture or other ideologies including those that are political
· Activities are properly embedded in the curriculum and clearly mapped to schemes of work to avoid contradictory messages or duplication
· Activities are matched to the needs of students
· [bookmark: _Int_cePowseW]Visitors will be accompanied by a member of staff at all times
 
 
Signed: ....................................                    Date: ............................
 






APPENDIX 2 – TO BE COMPLETED BY THE ESTABLISHMENT
X (add name) trust establishment
Risk Assessment for Visiting Speaker/Event

	Name of the Event and Visitor

 

	Date of the Event

 

	Nature of Event (talk, demonstration to the students, interactive learning and so on)

 



	Outline of the Content of the Event




 

	Point of Contact (member of staff organising the event)

 


	Sign and date to confirm that research has been carried out on the visitor and the organisation they are affiliated to

 



	Sign and date to confirm that the visitor has signed the Visitor Agreement


 



	Sign and date to confirm that reception has been informed of the visitor in order that they can be added to the trust establishment diary


 

	Sign and date to confirm that you agree to ensure that the visitor is accompanied at all times, whilst on the premises


 

	Agreed by the Principal

 


	Date


 

	Post Event Evaluation
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