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APPENDIX 2

VISITING SPEAKER REQUEST FORM

Please see the University’s Code of Practice on Freedom of Speech and Academic Freedom and the Procedure for Events and Visiting Speakers for guidance when completing this form.  
The completed form must be submitted to the relevant officer with delegated responsibility for approval of Events involving Visiting Speakers at least fifteen (15) working days in advance of the Event.
	Visiting Speaker Request Form

	Event Organiser details: 

	Name: 
	 

	Email: 
	 

	Phone: 
	 

	Staff member or student: 
	 

	School, Department or Centre: 
	 

	Visiting Speaker(s’) details:  

	Visiting Speaker(s’) name: 
	 

	Visiting Speaker(s’) contact email: 
	 

	Visiting Speaker(s’) contact number: 
	 

	Company or Organisation: 
	 

	Event logistics:

	Title of the Event: 
	 

	Date of the Event: 
	 

	Start and end time of the Event:  
	 

	Event details:
(Please provide a short summary of the proposed Event)
	 

	Venue/location for the Event: 
	 

	Expected attendees:  
(e.g. City St George’s staff, students, visitors, etc) 
	 

	Expected number of attendees: 
	 




	Event content details: 

	In what capacity is/are the Visiting Speaker(s) attending the Event?
(e.g. main speaker, panellist, etc)
	 

	What will the Visiting Speaker(s) be talking about at the Event? 
	 

	Are the Visiting Speaker(s) likely to attract high media attention?  
If YES, please state why. 
	 

	Are the Visiting Speaker(s) expected to express views which some may find challenging, controversial, or offensive?
If YES, please give details. If any speech may be deemed unlawful, details must be given here.
See the Code of Practice on Freedom of Speech and Academic Freedom for further guidance. Please consider whether the University may need to take reasonably practicable steps to protect freedom of speech, in accordance with the Code of Practice or whether there is a need to balance the requirements of other legislation – see in particular paras 5.3-5.4 and 7.6-7.8 of the Code of Practice.
	 

	Please provide at least three relevant websites and/or social media profiles linked to the Visiting Speaker(s). 
 
	1. 
2. 
3. 


  
	Approval process: 

	As the Event Organiser/Requestor, I confirm that: 
To the best of my knowledge, the above information is free from errors and omissions.
I have read and understood the University’s Code of Practice on Freedom of Speech and Academic Freedom and the Procedure for Events and Visiting Speakers.
I believe that the Event/Visiting Speaker requires further consideration by the Designated Visiting Speaker Officer.
I consider that this Event does not require the University to take specific reasonably practicable steps to protect freedom of speech.
	
☐
☐

☐

☐

	Signed:
	
	

	Name (print):
	 
	

	Date:
	 
	

	As the designated officer with delegated responsibility for approval, I confirm that: 
To the best of my knowledge, the above information is free from errors and omissions.
The risks have been identified, and any appropriate steps have been put in place to ensure that the Event can proceed in accordance with the University’s Code of Practice on Freedom of Speech and Academic Freedom and the Procedure for Events and Visiting Speakers.
I have complied with the requirements of the University’s Code of Practice on Freedom of Speech and Academic Freedom and the Procedure for Events and Visiting Speakers in considering this application.
I GIVE PERMISSION for the Event to proceed with the above-named Visiting Speaker(s) [subject to any Campus Coordination Conditions].
[Please detail any required Campus Coordination Conditions.]
I REFER this application to the University’s Designated Visiting Speaker Officer for further consideration.

	
☐
☐


☐

☐


☐

	Signed:
	
	

	Name (print):
	 
	

	Date:
	 
	


 
	Internal Office Use Only (where applicable)

	As the University’s Designated Visiting Speaker Officer, I confirm that: 
I have considered this request in accordance with the University’s Code of Practice on Freedom of Speech and Academic Freedom and the Procedure for Events and Visiting Speakers.
I GIVE PERMISSION for the Event to proceed with the above-named Visiting Speaker(s) [subject to any Campus Coordination Conditions].
[Please detail any required Campus Coordination Conditions.]
I DO NOT GIVE PERMISSION for the Event to proceed, for the following reasons:
[Please detail reasons for withholding permission.]
I have documented this application and the outcome in the relevant log.
	
☐

​☐


☐

☐

	Signed:
	
	

	Name (print): 
	 
	

	Date:
	 
	


 


APPENDIX 3

DESIGNATED OFFICERS

	
UNIVERSITY (SENIOR RESPONSIBLE OFFICER)


	
The University’s Designated Visiting Speaker Officer is the Deputy President (Operations) or nominee.


	
SCHOOLS


	
Staff should refer their Visiting Speaker requests to their School’s Chief Operating Officer, Senior Director of Operations, or Director of Operations, as applicable (or their nominee).


	
STUDENTS’ UNION


	
Students’ Union Chief Executive (or nominee).


	
EXTERNAL RELATIONS TEAM


	
Head of Communications and Events (or nominee).


	
PROFESSIONAL SERVICES


	
Staff should refer their Visiting Speaker requests to the Director of the relevant Professional Service (or nominee).
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