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EXTERNAL SPEAKER REQUEST FORM  
This External Speaker Request Form is available for Student Union and Staff when inviting an external speaker onto the college premises, an external venue or when the event is taking place on our online environment in the name of the college (such as live webinars). All completed forms should be submitted by the event organiser to their respective Line Manager, Head of Legal Services and the Quality Unit for review. The form should be submitted at least two weeks before the event. If the form is submitted incomplete with insufficient details, it will be returned. Failure to complete the form and declare a visit from an external speaker will result in the event not being approved. 

	BOOKING - DETAILS

	NAME OF DEPARTMENT:
	

	NAME OF ORGANISER:
	

	CONTACT EMAIL:
	

	CONTACT TELEPHONE:
	

	EVENT DETAILS

	TITLE OF THE EVENT:
	

	
	DATE OF THE PROPOSED EVENT:




	EXPECTED NUMBER OF ATTENDEES:
	

	WILL THE EVENT BE: 
· Member only
· Invitation only
· Open Audience 
	

	PLEASE PROVIDE A SHORT DESCRIPTION OF THE EVENT:

	

	
	HAS THERE BEEN ANY CONTROVERSY ATTRACTED BY THE SPEAKER OR TOPIC IN THE PAST*: _________________________________________
(It will not necessarily mean that your event will be cancelled but the information is important for our risk assessment)

*this involves internet search among other ways as/when identified.

	INFORMATION ABOUT THE GUEST SPEAKER

	NAME OF GUEST SPEAKER:
	

	ASSOCIATED ORGANISATION OR BACKGROUND: 
(Please provide details of the organisation that the speaker is employed/provided by or speaking on behalf of, including full company name and address where available)
	

	SUBJECT THAT THEY WILL BE DISCUSSING:
	

	DO THEY HAVE THEIR OWN WEBSITE OR WRITTEN BOOKS? 
	

	DO THEY HAVE ANY AFFILIATIONS (religious/political)?
	

	HOW WILL THEY TRAVEL TO CAMPUS?
	

	WHAT TIME WILL THEY ARRIVE AND DEPART?
	

	DO THEY HAVE ANY SPECIAL REQUIREMENTS?
	

	WILL THEY BE ACCOMPANIED BY ANYONE?
	



Please remember:
You have a responsibility to your members and your guest speaker to ensure that your event takes place in a safe space.  Similarly, views must abide by the principles outlined below in order to maintain a productive and safe environment for debate and discussion.  If attendees violate these safe space principles they will be asked to leave the event.
Your guest speaker must be made aware of their responsibility to abide by the law and of the college and Students’ Union’s various policies, which include: 
· They must not incite hatred, violence or call for breaking of the law
· They are not permitted to encourage, glorify or promote any acts of terrorism including individuals, groups or organisations that support such acts
· They must not spread hatred and intolerance in the community and thus aid in disrupting social and community harmony
· Must seek to avoid insulting other faiths or groups, within a framework of positive debate and challenge 
· They are not permitted to raise or gather funds for any external organisation
· No event involving any external speakers may be publicised until the speaker has been cleared

Please note booking of external speakers and events is subject in particular to the following policies, whether booked by LSST staff or the Student Union:-
· External Speakers and Events Policy
· Preventing Extremism and Radicalisation Policy
· Freedom of Expression Policy
· Equality and Diversity Policy 
· Policy on Safeguarding and External Contractors 

LSST reserves the right to cancel or prohibit any event with an external speaker if the procedures provided herein are not followed or if the relevant health, safety and security procedures are not met.
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Signature of designated staff member declaring that all points have been read and understood



Name: __________________________  Signed: _____________________________




......................................................................................................................................................
Office Use Only:






Approved:  							Not- Approved



Signature:							Date:



......................................................................................................................................................
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