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	External Speaker Name:
	         	Lead South Tyneside Works Staff Member:
	         
	Location of Visit:
	         	Date of Anticipated Visit:
	      



	Responsibility
	Task
	Date Completed 
	Comments

	Staff Member
	‘External Speaker Agreement’ and Safeguarding & Prevent policies sent to speaker
	      	         
	Staff Member
	Completion of External Speakers Approval and External Speakers Agreement completed and sent to Designated Safeguarding Lead and Employment and Skills Manager
	      	         
	DSL
	External Speaker Agreement received, or Reminder sent to external speaker if non- compliance within 2 days of 14 day deadline for
External Speaker Agreement form
	      	         
	DSL
	Due diligence carried out
	      	         
	DSL
	Approve or cancel visit
	      	         
	DSL
	Check and ensure compliance with External
Speaker Agreement 14 day prior to visit deadline
	      	         
	DSL
	Request discussion materials 48 hours prior to visit
	      	         




	DSL
	Approve or deny use of materials
	
	      	      	Reason:          

	Staff Member
	Staff member identified a who will sit in on the discussion
	
	      	      	Name:          

	Staff Member
	Staff member identified who will accompany the visitor for the duration of the speaker’s visit
	
	      	      	Name:          

	DSL
	Ensure that both Staff and Designated Safeguarding Lead checklists are complete and saved in External Speaker folder
	
	      	      	         
	Staff Member
	External speaker has signed in
	
	      	      	         
	Staff Member
	Visitor identification checked on arrival
	
	      	      	         
	Staff Member
	External Speaker fully briefed on fire evacuation procedure and assembly point as well as any other health and safety information and relevant procedures
	
	      	      	         
	Staff Member
	External speaker signed out
	
	      	      	         


	Sign Off

	Staff Member:
	         	Date
	      
	Designated Safeguarding Lead
	         	Date
	      
	Employment and Skills Manager:
	         	Date
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