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Appendix 1 - External Speaker/Event Application
Please ensure that you answer all the questions below in detail and submit all of the required information. An incomplete application may result in delay. Once completed the form and signed speaker declaration must be sent to externalspeakers@bucks.ac.uk at least two weeks prior to the event taking place. You must not confirm the event with your guest speaker, or advertise their attendance, until this form has been authorised.
	Name and contact details of Applicant
	
	
	Society or group (if any) in whose name the meeting or activity is to be publicised
	

	
	
	
	
	

	
	
	
	Date of Meeting
	

	
	
	
	Time of Meeting
	

	
	
	
	Place of Meeting
	


	Name and details of visiting speaker, including:

	Name
	
	
	All other names by which the person has been known
	

	Address
	
	
	
	

	What organisation (if any) they represent
	
	
	Has this person spoken at this University before, or at another higher education institution, if so which?
	

	




	The nature of the event and its topic 
	

	List other participants, speakers, and principal guests if known
	

	Will there be any fundraising and if so for who or what?
	


	
Is the event for :
	(a) invited guests only,		
(b) any students and staff, or 		
(c) the general public			

	If (a) invited guests only, who are they?
	


	What materials (booklets, online resources, free gifts etc.) will be available to those who attend?
	

	What stalls will there be and who will be providing them.
	

	Number of people expected
	
	
	
	

	Will the speaker need protection?
	Yes	
No	
	
	Are the press or other media expected to be present?
	Yes	
No	

	The event is sponsored by:

External commercial bookings will be sponsored by University Facilities)
	· the Students’ Union                                        
· a student society affiliated to the Union	
· the Chaplaincy				
· a member of staff (please name)				
· University Facilities                                         
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Speaker Declaration
Freedom of speech within the law is an essential part of academic and University life and flourishes where there is tolerance of, and respect for, a wide range of views and beliefs. We also strive to be an inclusive community for all our members, regardless of background or characteristics and to ensure that all members of our community feel welcome.
By accepting an invitation to speak on University premises I undertake to:
· express my beliefs and views honestly and courteously
· respect the right of others to express their beliefs and views
· refrain from using undue pressure, manipulation or inducements to win others to my point of view or agenda or to silence them. 
· refrain from misrepresenting the views of others
· avoid language or behaviour that violates the dignity of people or creates an intimidating, hostile, degrading, humiliating or offensive environment
· cease speaking immediately if requested to do so by an authorised member of University staff, and leave the University premises upon a request by that member of staff. 

I am aware that the university will not accept:
· Inciting hatred or violence; harassing the assembly by using hate speech; causing a breach of the peace or promoting a narrative which is likely to transgress the bounds of lawful free speech or assembly
· Discrimination against or harassment of any person or group on the grounds of sex; gender reassignment; race, nationality or ethnicity; disability; religious or other similar belief; sexual orientation; marriage or civil partnership; pregnancy or maternity or age 
· Defamation of any person or organisation
· The spreading of hatred and intolerance 
· Encouraging or promoting any acts of terrorism or promoting individuals, groups or organisations that support terrorism
I recognise that in the event of the law being broken by a speaker on University premises, the University will report the matter to the police and give them all necessary assistance.
I recognise that the University reserves the right to cancel or terminate an event without notice if it has reason to believe that it will lead to public disorder, danger, damage to property, or undue distress to individuals or groups.
Name: ......................................................................................................................................
Contact details.......................................................................................................................... 
Signed: ...................................................................    Date: ....................................................
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