Initial Scoping by
Organiser

Room-booking received from
external agency or initiative
by a member of the
University

e Organiser to consult the
‘Visiting and External
Speakers and Events
Policy’

e Consider all four
guestions in reg. 4.3

If the answer to all
our questions is “No”

e The event may proceed
without further
monitoring

e NB it remains the
Organiser’s
responsibility to ensure
all relevant University
policies are complied
with (reg. 4.7)

Visiting and External Speakers and Events Policy 2016

If the answer to any
question is “Yes” or
uncertain

Completion of ‘Event and
Speaker Approval Form’

e Complete Section A of the
‘Event and Speaker
Approval Form’

e Forward Section A and
discuss (reg. 4.4) with the
relevant Events/Speaker
Assessing Officer (reg.
4.6) who should complete
Section B

e Ensure that a record of the
discussion and documents
referred to is kept

If satisfied that there is no
likelihood of a breach of the
‘Visiting and External Speakers
and Events Policy’

e Event may proceed
subject to the obligations
in reg. 4.7 being complied
with

e Sections A and B filed
locally with event
documentation

Additional Approval
or Adjustment

If there is any doubt that the

with

‘Visiting and External Speakers
and Events Policy’ will be complied

Refer the matter (i.e. Sections
A and B of the Form) to the
Head of Governance Services
at least 10 working days in
advance of the Event

Permitted

e Permitted with
adjustments

Refused

Outcome

A

Appealing the Outcome:
Submit an appeal in
writing within 5 working
days to the ‘Vice-
Chancellor and Chief
Executive’, reg. 7.2-7.3

Complaints that the Policy has been

breached:

Report to the Head of Governance, reg. 8.1
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