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External Speakers & Events Policy
Introduction
The purpose of this policy is to:
•

•
•

•
•

Demonstrate how Newbold College (the College) manages risks around external
speakers, events within its premises, and Newbold branded events taking place
away from the College.
It will demonstrate how it seeks to maintain a safe environment where freedom of
speech, expression and academic debate can exist.
In conjunction with our Equal Opportunities policy, Newbold College is committed to
creating an environment where everyone is treated with dignity and respect and
where diversity is valued.
Provide a supportive, inclusive and safe space for students.
Provide clear instructions for organising an event with external contribution.

Policy Statement
Newbold College has a long and rich history as an academic institution which has regularly
welcomed visiting speakers from around the world to its campus. Such speakers have brought
and continue to bring great diversity of experience, insight, and opinion, enriching our events
and activities and sparking discussion and debate among students, staff and visitors alike.
The College is committed to providing students with an environment where freedom of
expression and speech are protected but balanced with the need to ensure that the College is
free from harm and hatred. As mandated by the law, the College has a statutory duty to secure
both freedom of speech (Education (No 2) Act 1986) and academic freedom (Education Reform
Act 1988) on its campus, enabling new ideas to be advanced and encouraging open and free
debate.
The College is committed to creating an environment where everyone is treated with dignity and
respect and where diversity is valued. This policy outlines the procedures relating to events,
defined as anything which takes place outside of the normal scheduled activity of the College,
and involves the use of external speakers regardless of who is organising these events. It does
not include annual College events. This applies, therefore, to those hiring our premises as well as
our own employees.
The College is aware of its responsibilities to have due regard to the need to prevent people
from being drawn into terrorism, placing a proportionate amount of consideration on its policies
and procedures. The control and monitoring of faculty and space, including booking of faith
rooms, takes part of normal timetabling and room booking activities.
The approval of external speakers and the use of premises should not be denied on the grounds
of policy or belief.
In the context of this policy, an external speaker is defined as anyone who does not appear on
our staff list and that has been successfully reviewed, approved, observed, and inducted; an
event is defined as anything which takes place outside of the normal scheduled activity of the
College.
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Newbold seeks to ensure that this policy is embedded within the day to day practices and
procedures across the College.

Scope
This policy applies to all students, staff, visitors and those not directly connected to the College
(e.g, an outside vendor, consultant or customer). All speakers taking part in a College-hosted or
run event or activity, on campus or elsewhere, must act in accordance with this policy and it is
the responsibility of the event organiser to ensure that speakers are informed of their
responsibilities.

Freedom of Speech and expression
Freedom of speech is fundamental to Higher Education. The College therefore required all its
employees and students to tolerate and protect the expression of opinions with the law whether
or not their opinions are in conflict with their own.
Through its commitment to academic freedom, the College is committed to ensuring that
academic staff, students and other members of the College have freedom within the law to
question and test received wisdom, and to put forward new ideas and controversial or
unpopular opinions, without placing themselves in jeopardy of losing their jobs or privileges. 1
External speakers play an important role at the College, not least as part of the regular academic
experience, allowing students and staff to be exposed to a range of different ideas, beliefs and
opinions. If an external speaker or their topic of discussion has the potential to go against our
conditions for a safe event, we are committed to working together with event organisers and in
some cases, external speakers themselves, ensuring that we reach a judgement that is
reasonable, informed and within the law.

Legal responsibility
Newbold maintains its responsibility to comply with the Education Reform Act 1988 and the
Education (No.2) Act (1986) allowing staff and students their freedom of speech and expression,
particularly in the context of academic freedom to question and put forward new ideas including
controversial or unpopular opinions, as per the Education Reform Act (1988). This must co-exist
with the due regard to prevent people from being drawn into terrorism, Counter-Terrorism and
Security Act (2015).
The College has a duty to safeguard information that it holds on individuals, so as not put them at
risk through disclosure and therefore complies with the Data Protection Act (2018), and also
complies with personal data provisions under General Data Protection Regulation (GDPR).
Newbold seeks to comply with all relevant legislation such as:
• The Equality Act (2010)
• Terrorism Act (2000, 2006, 2008)
• Public Order Act (1986)
• Protection from Harassment Act (1997)
• The Crime and Disorder Act (1998)
• The Racial and Religious Hatred Act (2006)
• Consumer Rights Act (1998)

1

Newbold College “Academic Freedom Statement”
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1.1
IMPLEMENTATION
1.1.1 Booking an Event
Newbold is committed to providing students with opportunities to meet and share the views of a
range of subject specialists. In doing so, the College is committed to providing sufficient checks
on events, before they are booked, to ensure they are suitable and pose no threat to the students.
Those responsible for an event must act in accordance with the law and not breach the rights of
others.
Anyone organizing an event will need to complete the External Speaker/Event Authorisation Form,
disclosing the following information:
• Name and contact details of the organizer
• Details of the proposed event
• Name and contact details of the external speaker/performer
• Target audience
• Details on methods of advertising the events (e.g. social media, email, printed material)
• If the event will be recorded and/or be live streamed

1.1.2

Booking an External Speakers

The majority of external speakers’ requests will be straightforward and will be authorised by the
Events Manager, who will follow the External Speaker Decision Flowchart (Appendix A). However,
where any concerns are raised the referral will be further considered by the Student Experience
Coordinator and/or the Safeguarding/Prevent Steering Group.
Prior to the confirmation of an external speaker, the event organiser will be responsible for
complying with the College guidelines and gathering the following information on the External
Speaker and Event Authorisation Form (Appendix C and B respectively)

1.1.3

Processing of assessing a speaker

Open source checks on speaker will be conducted by the event organiser as part of application
using the following set of questions:
1. Has the speaker previously been prevented from speaking at Newbold College or other
institution because of their views or previously been known to express views that may be
in breach of existing legislations, or the College policies?
2. Does the proposed title or theme of the event present a potential risk that
views/opinions expressed by speakers may be in breach of existing legislations or the
College policies?
3. Is the proposed speaker/theme likely to attract attendance from individuals/groups that
have previously been known to express views may be in breach of existing legislation or
the College policies?
If the answers to all the above criteria are NO:
The event organiser can authorise the external speaker and must ensure that the speaker(s)
have been given a copy of the this policy and should be made aware of their obligations to abide
the following frameworks:
a. They must not incite hatred, violence or call for the breaking of the law
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b. They are not permitted to encourage, glorify or promote acts of terrorism including
individuals, groups or organisations that support such acts.
c. They must not spread hatred and intolerance in the community and thus aid in
disrupting social and community harmony
d. Within a framework of positive debate and challenge seek to avoid insulting other faiths
or groups
e. They are not permitted to raise or gather funds for any external organisation or cause
without the express permission of the Student Experience Coordinator and Prevent Duty
Lead.
If the answers to any of the above criteria are unclear:
The event organiser must seek guidance from the Student Experience Coordinator and Prevent
Duty Lead or in their absence any of the following:
• College Chaplain also Deputy Prevent Duty Lead Person
• Residential Life Manager also Deputy Prevent Duty Lead Person
• Student Information Systems Manager also Deputy Prevent Duty Lead Person who will
have responsibility to further review the speaker(s) against the questions above.
Ultimately, if the answer to any of the questions is YES:
(a) The event organiser must submit a referral form to the Prevent Duty Lead Person or any of
the deputies mentioned above.
(b) Such a referral will need to follow the Referral Process detailed below

1.1.4

Procedure for reporting concerns

Through completion of the External Speaker and Events forms, staff will be guided through the
necessary steps at each stage of the assessment. In all cases they will need to seek the
authorisation of the Student Experience Coordinator.
Staff would alert the Student Experience Cooordinator to any concerns as soon as they are able
to provide the necessary time to investigate the case before the scheduled event. Where
potential concerns have been highlighted and this is not possible, then the speaker/event will
be cancelled.
The College reserves the right to not permit an external speaker to speak or attend an event
and/or to halt an event at any time if it reasonably considers there may be a breach of this policy
or of any legal obligation.

Newbold Statement on Compliance and Enforcement at Events
The College reserves the right to monitor any event on its premises, particularly in terms of
compliance with the specified conditions attached to the approval of the external speaker, and to
other relevant College policies and procedures.
In cases where it is reasonable for the College to assume that disruption may occur at an event,
whether at the approval request stage or at any time thereafter in the run-up to the event, the
College may consult with the relevant external parties (for example: the Regional Prevent
Coordinator – South East or the Police) as to the measures necessary to prevent or minimise any

External Speakers & Events Policy

4

such disruption. These measures could, in certain circumstances, include cancellation or a change
of speaker/affiliate speakers or police presence throughout.
In refusing an external speaker request, the College shall have no liability for any costs or other
obligations incurred by the event organiser in connection with the proposed event involving the
external speaker.
The event organiser is expected to attend any event hosting an external speaker so they can
monitor what is being said to students and can address issues as they arise.
While an event is in progress, the College shall have the right to require the event organiser to
terminate the event if the conduct of the event gives rise to concerns for the College that the safety
of persons in attendance cannot be reasonably guaranteed, or that a breach of the law or a
material breach of this procedure or any of the conditions imposed is likely to occur. In such
instances whereby the College may terminate an event, all persons or external visitors may be
asked to leave Newbold College campus.
Any members of the College who fail to ensure that the procedure or the provisions of the
Safeguarding/Prevent Duty are adhered to may be liable to disciplinary action in addition to any
possible prosecution for breach of the law.
In line with relevant law, the College will share information with other relevant institutions
regarding external speakers and events.

Code of conduct
All external speakers will be obliged to act in accordance with the law and not to breach the
lawful rights of others.
They should abide by the College’s expectations, including but not limited to:
•
•
•

•

Compliance with the College’s External Speaker and Events policy (this policy)
Compliance with legislation regarding freedom of speech
The presentation of ideas and opinions, in particular those that may be contentious or
potentially offensive, in the spirit of academic debate, being open to challenge and
question
Compliance with all College’s policies and procedures, including health and safety.

External speakers should not, including but not limited to:
•
•
•
•
•
•
•

Act in breach of the criminal law
Incite hatred or violence or any breach of criminal law
Encourage or promote any acts of terrorism or promote individuals, groups or
organisations that support terrorism
Spread hatred and intolerance
Discriminate against or harass any person or group on the grounds of their sex, race,
nationality, ethnicity, disability, religious or other similar belief, sexual orientation, or age
Defame any person or organisation
Raise or gather funds for any external organisation to cause without express permission
of the College.
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Monitoring and review
The Senior Leadership Team (SLT) will monitor the procedures annually to ensure they are
robust. The completion of the External Speakers and Events Form provides documentation to
review the monitoring process. This policy is reviewed annually to ensure it is in line with any
changes made to legislation.

Responsibilities
Final responsibility for the maintenance of this policy rests with the Board of Governors.
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Appendix A: External Speaker’s Decision Flowchart
Speaker Proposed

Has the speaker attracted
controversy on the proposed or
other topic in the past?

NO

NO

NO

NO

Is the focus of the event and/or the
subject matter or title be
controversial or cause distress?

Will both sides of the argument be
represented at the event?

Is the event convenor sufficiently
experienced to ensure the smooth
running of the event?

NO

Does the proposed speaker have
known links to or represent a
proscribed terror
group/organisation?

YEs

YEs

YEs

YEs

YEs

If the response to any of
these questions caused
concern, contact the
Prevent Duty Lead
Person/or deputy

Proceed with booking.

Prevent Duty Lead Person/or
deputy will contact the DfE
Prevent Regional Coordinator
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Appendix B:
Event Authorisation Form
Please return to the Events Manager at least 3 working days before the event

Organiser Name:

Company/Organisation (if applicable) :

Proposed event:

Organiser Contact details
Email:

Mobile:
Proposed Event details

Please include target audience, preferred venue, etc.

Marketing
Please include details on how the event will be advertised and if it will be live streamed

Other information
Note anything else you think relevant
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The following questions must be answered:
Has the speaker been prevented from speaking at Newbold College or similar
establishment?
Has the speaker been known to express views that may be in breach of the External
Speakers and Events Policy?
Does the proposed title or theme of the event present a potential risk that
views/opinions expressed by the speaker(s) may be in breach of the External
Speakers and Events Policy?
Is the proposed speakers theme likely to attract attendance from individuals/groups
that have previously been known to express views that may be in breach of the
External Speakers and Events Policy?

Signed Event Organiser:

Date:

Signed Events Manager:

Date:

Approved: YES/NO
Approved: YES/NO

YES/NO
YES/NO
YES/NO

YES/NO

Any concerns regarding approval should be referred to the Prevent Duty Lead/Deputy:
Referral to:
Approved: YES/NO
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Appendix C:
External Speaker Authorisation Form
The organising staff, student, event manager or client requesting participation of an external/
guest speaker must complete this form and submit it to the Event Manager/Prevent Duty
Lead at least 14 days prior to the visit by the external speaker.

Speaker/Visiting Lecturer Name:

Company/Organisation representing (if applicable):
Contact details
Speakers
Mobile
No:

Speakers Email:

Speaker topic/details:

Speaker background and reputation:
Where relevant, please note sources of evidence

Other information:
Please note anything that could be relevant
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The following questions must be answered:
Has the speaker been prevented from speaking at Newbold College or similar
establishment?
Has the speaker been known to express views that may be in breach of the External
Speakers and Events Policy?
Does the proposed title or theme of the event present a potential risk that
views/opinions expressed by the speaker(s) may be in breach of the External
Speakers and Events Policy?
Is the proposed topic presented by the speaker be likely to attract attendance from
individuals/groups that have previously been known to express views that may be in
breach of the External Speakers and Events Policy?

Signed Event Manager:
Approved: YES/NO

Date:

Any concerns regarding approval should be referred to the Prevent Duty Lead/Deputy:
Referral to:

Date:

Approved: YES/NO

Date:
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YES/NO
YES/NO
YES/NO

YES/NO

Appendix D:
Expectations and guidelines for external/guest speakers
Thank you for agreeing to be a guest speaker at Newbold College to speak to our staff and/or our
students.
Security and safeguarding are paramount for the College and, as a guest, we will ensure that when
you attend the College, and sign-in at the main Reception, you are issued with a visitor’s badge,
and that a member of staff is present to meet with you and accompany you during your visit.
In order to comply with our policies and procedure, any materials and presentations given to our
students must not seek to discriminate against any culture, race, gender, disability, sexual
orientation, nationality, or religion, and must be appropriate to the age and maturity level of the
student audience. In addition, external/ guest speakers:
•
•
•
•

Must not advocate or incite hatred, violence or call for the breaking of the law
Are not permitted to encourage, glorify, or promote any acts of terrorism including
individuals, groups or organisations that support such acts
Must not spread hatred and intolerance in the community and thus aid in disrupting social
and community harmony
Must be mindful of the risk of causing offence to or seek to avoid insulting other faiths or
groups, within a framework of positive debate and challenge

If you have any concerns or queries, please do not hesitate to contact Prevent Duty Lead, who will
be more than happy to answer your queries and/or any concerns that you may have.
Newbold College will not, in any circumstances, be liable to guest speakers or to any third party
for any loss, damage, cost or other liability which occurs as a result of, or in connection with
external/guest speakers providing external/guest speaking services to students at the College. Any
liability which results from fraud or from death or personal injury caused by negligence is
excluded.
Please complete the following details:

The Expectations and Guidelines for External/ Guest Speakers were presented to
______________________ on (Date) _________________, by (name and role) _______________________
Signature _____________________________

I, ________________________ (External/ Guest Speaker), have read, understood and agree to all of
the conditions above:
External/ Guest Speaker Full Name:____________________________
External/ Guest Speaker Signature: _____________________________
Date: _____________________________
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