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[bookmark: _heading=h.rwslecp1k9gb]Request for approval of an external speaker event for KSU

External speakers are considered to be any guest for a society who is not a current staff member or student of the University of Kent or Kent and Medway Medical School. Please email this completed form to externalspeakers@kent.ac.uk a minimum of 3 weeks before the planned event date.

Details about the event
	Name of event organiser:
	

	Name of club/society hosting the event:
	

	Subject/theme of the event:
	

	Nature of the event:

Eg online lecture, webinar, presentation, in-person event etc.
	

	Date & time of event, 
Please provide an intended timeframe
	Start:
	End:

	Location of event
If the event is hybrid please highlight both “On Teams” and the other relevant location.
	On campus
	Off campus (include location):
	On Teams

	The number of people likely/expected to attend
	





	


	Is the event open to the public or is the event restricted to University members?
Please highlight the relevant section
	Public
	University students 
& staff only



Details about the Speaker
If there are multiple speakers, please complete a form per speaker.
	Name of the speaker:
	

	Contact number:
	

	Contact email:
	

	Website or LinkedIn link:
If they don’t have either please state this
If you are able to provide any other alternative please do
	

	The topic/title of their talk:
	

	Brief background details of the speaker:
Please take into consideration their education/career history, what qualifies them to speak on the subject, have they given talks on this subject in the past, etc.
	

	Any other information you feel is relevant:
This can include if they are a high profile speaker, if they are likely to attract public/media attention, if they have spoken at other higher education institutions, etc. 
If you are able to provide any additional links - such as news articles, this would be really helpful
	



Risk assessment
Your event will require an event risk assessment to be completed along with the below being filled out.

	Risks identified
Please provide information about any risks that have been identified in relation to this external speaker event.
	Actions taken to minimise risk
Please provide detail of any actions taken to minimise the identified risks.

	



	

	



	

	



	

	



	



Relevant policies
· The University’s Policies and Procedures
· Code of Practice for Freedom of Speech
· Code of Practice for Freedom of Speech Annexe A (Procedures for Student and Kent Union Bookings)
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