
 [Updated September 2021] 

 

Please note: The event can only be advertised once the event and speaker has been approved. 

External Speakers Procedure for student leaders & Groups (Simplified)  

If you are planning an event which involves inviting an external speaker or guest, you must follow this process. 

 

 Student Group submits Event planner with External 

Speaker form & research completed. 

This must be at least 4 weeks before event. 

SU Area staff (e.g. societies team) 

determine if the guest constitutes an 

‘external speaker’. 

If yes: 

• SU staff adds speaker info to the speaker log. 

• Saves speaker form in x-drive.  

• Refers speaker to Change & Inclusion Manager for review. 

Change & Inclusion Manager determines if speaker is 

potentially controversial. 

If no: event planner 

processed as normal 

within dept. 

If no: event planner processed as 

normal within dept with the 

addition of any appropriate risk 

assessment controls. 

If yes: speaker 

referred to Chief 

Executive of SU. 

Speaker either approved or 

referred to University for review. 

Risk assessed and additional controls for Risk 

Assessment recommended. 

Group/lead student & SU area 

staff contacted with outcome. 


