University of Birmingham Multi Faith Chaplaincy

St Francis Hall (SFH) Speaker Request
Code of Practice on Freedom of Speech on Campus
To be completed by the person proposing the meeting within the Code of Practice
Please submit this form via email to sfhreceptiondesk@contacts.bham.ac.uk or in person at the SFH reception desk at least 15 working days in advance of the event.  Prior approval must be given for all external speakers.
1. Speaker
· Name:
· Occupation:
· Telephone number:
2. Details of meeting
· Date:
· Time:
· Speaker’s time of arrival:
· Speaker’s time of departure:
3. Proposed topic or title and brief synopsis:
4. Proposed venue of meeting:
5. Name of group issuing provisional invitation: 

6. Principal organiser
· Name:
· University ID number:
· Telephone Number:
· Email address:
7. Has the speaker accepted the provisional invitation?
(please delete as appropriate)
Yes, unconditionally / Yes, conditionally / Not yet
Person initially submitting this form
Name:





University ID number:
Department:




Status: Staff / Student

Signed:




Date:

Comments by chaplain
(please include any recommendations you may have on security matters):

Signed:




Date:
To be completed by Chair of Chaplaincy Committee (the Authorising Officer)
(please delete as appropriate)
Approved / Declined
Signed:




Date:
Preparation for and Conduct of Meetings on University Premises

This section applies to any Meeting falling within the meaning of paragraphs below:

1. The organisers ("the Organisers") of any such Meeting shall ensure that a single person from among their number is appointed as Principal Organiser.  For student societies affiliated to the Guild of Students, this will be the Guild President or his/her nominee.  It is the responsibility of the Principal Organiser to ensure that the chairperson of a Meeting is fully aware of the requirements of the Code of Practice on Freedom of Speech.

2. Early on in the organisation of a Meeting, the Principal Organiser will be expected to discuss any potentially controversial invitations to outside speakers with the Head of Budget Centre or equivalent, or with the President or General Manager of the Guild of Students where the invitation is to be issued by the Guild or its related bodies.

3. The Principal Organiser of such a Meeting shall ensure that, at least fifteen working days before the date proposed for the Meeting, the Authorising Officer is notified of the intention to hold the Meeting.  The Authorising Officer will provide a pro forma (the “Speaker Request Form”) and guidance notes to be used by the Principal Organiser in securing approval for the Meeting in the manner advised in the guidance notes.  The pro forma will require details of the name of the speaker, the subject of the address, the proposed venue, and the time of arrival and departure of the speaker.  The pro forma will also require a counter signatory from the Principal Organiser's Head of Budget Centre in the instances where the Principal Organiser and the Head of Budget Centre are not one and the same person.  The pro forma must be completed and returned to the Authorising Officer at least fifteen working days before the date of the Meeting.

4. In normal circumstances, the Authorising Officer shall, within five working days of receiving the completed pro forma from the Principal Organiser, provide the Principal Organiser with a written statement which shall either grant or withhold permission for the use of University premises as proposed for the Meeting.

5. Permission so granted may be subject to such conditions as the Authorising Officer considers reasonably necessary to secure fulfilment of the University's statutory responsibilities concerning freedom of speech within the law, and to ensure as far as possible that the identified outside speaker or speakers may enter and leave University premises, and have the confidence of a safe environment.

6. All Organisers concerned with the organisation of a Meeting for which written permission has been given shall be required to comply with any and every condition laid down by the Authorising Officer under the provisions of this Code.  Such conditions may include a requirement that tickets be issued for Meetings which are open to the public, that an adequate number of stewards is made available, or the relocation of the meeting to a specified venue.  The suitability of the nominated stewards must be to the satisfaction of the Authorising Officer, who may decide that University security staff should be additionally present at the Meeting.
7. The University reserves the right to request a list of intended attendees for the Meeting, and a copy of any publicity material for distribution prior to the Meeting. All publicity material must comply with the Policy on Advertising and Displays on University Property (http://www.estates.bham.ac.uk/information/advertising.htm).

8. Permission for the use of public address systems during a Meeting will be at the discretion of the Authorising Officer who will indicate what constraints, if any, will be placed on their use, and what alternative facilities, if any, are available.  The Authorising Officer has discretion to insist upon further conditions, namely:

i. that the Meeting be declared a public meeting;

ii. that provisions be made for checking the identity of persons attending the Meeting;

iii. that University security staff be responsible for all security arrangements connected with the Meeting

iv. that a member of security staff be appointed as "Controlling Officer" for the Meeting, to whose authority and jurisdiction the chairperson or leader of the Meeting shall defer

9. Organisers of Meetings have a duty to see that nothing in the preparations for or conduct of a Meeting infringes the law, e.g.: incitement to illegal acts.

10. The chairperson and Principal Organiser of a Meeting have a duty to ensure as far as possible that both the audience and the speaker act in accordance with the law during the course of the Meeting.  In case of unlawful or unreasonably disruptive conduct by members of the audience, the chairperson or Principal Organiser is required to give appropriate warnings and, in case of continuing unlawfulness or disruption, to require the withdrawal or removal of persons concerned by stewards or security staff.  Such persons, if students, employees or other members of the University, may be liable to disciplinary proceedings under University regulations.  If the speaker infringes the law, the chairperson or Principal Organiser shall be at liberty to curtail or end the Meeting.  The chairperson or Principal Organiser, in the absence of a Controlling Officer (as defined in paragraph 30(iv)), is also responsible for calling for Police assistance to prevent serious disorder.

11. Any venue booked for a Meeting is subject to the terms and conditions listed on the Freedom of Speech room booking form.

12. The conditions prescribed by the Authorising Officer within this Code may include conditions concerning the admission or exclusion of external media and communications personnel.

13. If the Authorising Officer is not satisfied that adequate arrangements can be or are being made to maintain good order at the Meeting, s/he may refuse or withdraw permission for the Meeting.  This may include involving Security.

14. Appeals against decisions of the Authorising Officer should be made within seven working days and in writing to the Vice-Chancellor or authorised nominee, whose decision shall be final, and who may report the matter to the University Council.
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